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FOREWORD 


This  Handbook  is  issued  as  a  supplement  to  DoD  Di  er five  1 100- 18, 
"Wartime  Manpower  Mobilization  Planning,"  and  as  a  supplement  to 
policy  guidance  contained  in  DoD  Directive  .-400.31,  "Mobilization 
Management  of  the  DoD  Civilian  Work  Force."  It's  purpose  is  to  help 
reinforce  mobilization  readiness  by  providing  a  planning  reference 
guide  for  Continental  United  States  (CONUS)  installations  of  the 
Department  of  Defense  (DoD).  It  is  designed  to  assist  local  manpower 
and  personnel  planners  in  anticipating  and  planning  the  execution  of 
military  and  civilian  mobilization  manpower  actions  in  support  of 
wartime  mobilization,  deployment  and  sustaining  missions.  It  also 
provides  program  guidance,  alternatives  and  examples  for  planning  and 
preparedness  to  recruit,  train,  and  allocate  DoD  civilian  employees 
needed  during  mobilization,,  as  outlined  by  DoD  Directive  1400.32 
"Mobilization  Preparedness  Planning  for  the  DoD  U.S.  Civilian  Work 
Force . "  ;  • , '  - 

The  provisions  of  this  Handbook  apply  to  the  Office  of  the 
Secretary  of  Defense,  the  Military  Departments,  the  Defense  Agencies 
and  mobilization,  manpower  and  personnel  planners  at  CONUS 
installations  of  the  DoD.  The  terms  "Military  Services"  and 
"Services,"  as  used  herein,  refer  to  the  Army,  Navy,  Air  Force,  and 
Marine  Corps.  The  term  "Components"  refers  to  OSD,  the  Military 
Services  and  the  Defense  Agencies. 

This  Handbook  is  effective  immediately  and  is  informational  for 
use  by  the  Military  Departments  and  Military  Services.  It  does  not 
supersede  Service  guidance  but,  rather,  is  intended  for  use  as  a 
supplemental  planning  tool,  consistent  with  basic  Service  policies, 
procedures,  and  guidance.  It  does,  however,  contain  some  Service 
unique  actions  that  may  or  may  not  be  applicable  to  all  Services.  The 
Services  may  issue  supplementary  instructions  when  necessary  to 
provide  for  their  unique  requirements. 

Send  recommended  changes  to  this  Handbook  to: 

Assistant  Secretary  of  Defense 

(Force  Management  and  Personnel)  (MP&R) 

Office  of  the  Secretary  of  Defense 
Washington,  DC  20301-4000 

The  Military  Departments  and  their  installations  may  obtain 
copies  of  this  Handbook  through  their  own  publication  channels.  Other 
Federal  agencies  and  the  public  may  obtain  copies  from  the  U.S. 
Department  of  Commerce,  National  Technical  Information  Service,  5285 
Port  Royal  Road,  Springfield,  VA  22161. 


Assistant  Secretary  of  Defense 

/  ,  <  ' 
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CHAPTER  1 


PURPOSE  AND  DESIGN 


A.  PURPOSE 


This  Handbook  is  a  mobilization  guide  for  military  and  civilian 
manpower  requirements  and  manpower  resource  planners  at  all  DoD 
installations  in  the  U.S.,  including  Alaska  and  Hawaii.  Its  purpose 
is  to  assist  these  planners  in  anticipating  mobilization  actions, 
developing  and  testing  plans,  and  executing  plans  during  a  crisis  or 
mobilization.  It  describes  mobilization  planning  processes, 
guidelines,  assumptions,  and  authorities.  The  Handbook  combines  in 
one  document  mobilization  planning  considerations  of  the  various 
manpower  components:  active  duty,  reserve,  and  retired  military;  the 
civilian  work  force;  and  commercial  contracting.  It  recognizes 
manpower  problems  encountered  in  past  mobilization  exercises  and 
offers  solutions.  Understanding  and  application  of  the  principles  and 
guidance  in  the  Handbook  can  help  improve  our  ability  to  mobilize 
manpower  for  future  emergencies. 


B.  HANDBOOK  DESIGN 


The  Handbook  material  is  arranged  from  the  broad  to  the  specific 
in  covering  issues  involved  in  mobilization.  The  discussion  leads 
from  a  general  overview  of  mobilization  in  Chapter  2,  to  focus  on 
preparing,  evaluating,  and  executing  mobilization  manpower  and  person¬ 
nel  plans  in  Chapters  3  and  4.  Chapters  5  and  6  go  into  more  detail 
in  explaining  the  processes  used  to  develop  and  fill  manpower  require¬ 
ments.  Chapter  7  is  a  brief  summation.  Appendices  provide  additional 
details  on  specific  subjects.  Appendix  A  is  a  list  of  acronyms  and 
abbreviations  used  throughout  this  document.  Appendix  B  is  a  compila¬ 
tion  of  definitions  for  terms  used  throughout  this  document. 
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CHAPTER  2 


MOBILIZATION  OVERVIEW 


A.  DEFINITION 


The  DoD  Master  Mobilization  Plan  (MMP)  defines  mobilization 
succinctly  and  clearly: 

1.  "The  act  of  assembling  and  organizing  national  resources  to 
support  national  objectives  in  the  time  of  war  or  other 
emergencies. 

2.  The  proce«s  by  which  the  Armed  Forces  or  part  of  them  are 
brought  to  a  3tate  of  readiness  for  war  or  other  national 
emergency.  This  includes  activating  all  or  part  of  the 
Reserve  Components  as  well  as  assembling  and  organizing 
personnel,  supplies,  and  materiel." 

This  definition  includes  all  the  elements  of  mobilization  concepts, 
objectives  and  processes  to  be  addressed  in  this  Handbook. 


B.  TYPES  OF  MOBILIZATION 


Generally,  the  nature  and  imminence  of  the  emergency  governs  the 
level  of  response.  There  are  four  defined  levels  of  mobilization: 

1.  Selective  Mobilization  —  Expansion  of  the  active  Armed 
Forces  resulting  from  action  by  Congress  and/or  the 
President  to  mobilize  Reserve  Component  units,  Individual 
Ready  Reservists,  and  the  resources  needed  for  their  support 
to  meet  the  requirements  of  a  domestic  emergency  that  is  not 
the  result  of  an  enemy  attack. 

2.  Partial  Mobilization  —  Expansion  of  the  active  Armed  Forces 
resulting  from  action  by  Congress  (up  to  full  mobilization) 
or  by  the  President  (not  more  than  1,000,000)  to  mobilize 
Ready  Reserve  Component  units,  individual  reservists,  and 
the  resources  needed  for  their  support  to  meet  the  require¬ 
ments  of  a  war  or  other  national  emergency  involving  an 
external  threat  to  the  national  security. 

3.  Fall  Mobilization  —  Expansion  of  the  active  Armed  Forces 
resulting  from  action  by  Congress  and  the  President  to 
mobilize  all  Reserve  Component  units  in  the  existing 
approved  force  structure,  all  individual  reservists,  retired 
military  personnel,  and  the  resources  needed  for  their 
support  to  meet  the  requirements  of  a  war  or  other  national 
emergency  involving  an  external  threat  to  the  national 
security. 
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4. 


Total  Mobilization  —  Expansion  of  the  active  Armed  Forces 
resulting  from  action  by  Congress  and  the  President  to 
organize  and/or  generate  additional  unit3  or  personnel, 
beyond  the  existing  force  structure,  and  the  resources 
needed  for  their  support  to  meet  the  total  requirement  of  a 
war  or  other  national  emergency  involving  an  external  threat 
to  the  national  security. "1 


There  is  no  set  sequence  to  these  levels  of  mobilization;  each 
depends  on  the  threat  to  U.S.  national  security  or  to  our  Allies.  The 
requirement  to  initiate  selective  mobilization  usually  will  compel  the 
review  at  all  levels  of  plans  and  requirements  to  mobilize  on  a  larger 
scale. 

Additional  options  are  available  that  do  not  fall  into  any  single 
level  of  mobilization.  The  President  may  augment  the  active  Armed 
Forces  by  calling  to  active  duty  units  of  the  Selected  Reserve  and 
Individual  Mobilization  Augmentees  (IMA)  totaling  up  to  200,000 
individuals  for  up  to  90  days  to  meet  the  requirements  of  an 
operational  mission.  At  any  time  they  are  required  for  national 
defense,  Service  Secretaries  may  recall  involuntarily  any  number  of 
military  retirees  who  have  retired  with  20  or  more  years  of  active 
service . 


C.  MOBILIZATION  AUTHORITIES 

All  authority  to  institute  mobilization  stems  from  U.S.  Code  and 
Public  Law.  Emergency  actions  are  governed  by  Congressional  action, 
Executive  Orders,  federal  regulations,  departmental  regulations  and 
Service  regulations  derived  from  U.S.  Code  and  Public  Law.  Figure  2-1 
illustrates  3ome  emergency  responses  available  and  authorities  for 
their  use.  Appendix  C  provides  a  listing  of  significant  authorities 
that  pertain  to  various  emergency  conditions. 

D.  THE  MOBILIZATION  PROCESS 

1.  National  Level.  The  President  and  the  National  Security 
Council  establish  national  mobilization  policies  and 

objectives.  Responsibility  for  DoD  planning,  testing,  and 
executing  mobilization  extends  from  OSD  and  its  staff 
elements  to  the  Joint  Staff  and  the  Military  Departments. 
Parallel  responsibilities  apply  to  most  other  Federal 
departments  and  agencies. 


1 JCS  Pub  1. 
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Figure  2-1  Authority  to  Order  Mobilization/Call-Up 


2.  The  Joint  Staff.  The  Joint  Chiefs  of  Staff  provides 
guidance  to  unified  and  specified  commanders  and  the 
Services  concerning  mobilization  assumptions  for  operational 
planning;  it  assesses  mobilization  plans,  develops  mobiliza¬ 
tion  preparedness  actions,  and  plans  and  conducts  mobiliza- 
t ion  exerc  ises . 

3.  The  Military  Services.  Service  mobilization  plans  are  built 
upon  requirements  expressed  in  approved  operation  plans 
iOPLANS).  The  situation  at  hand  determines  the  level  of 
mobilization,  from  selective  through  total,  which  responds 
to  the  most  demanding  operational  scenario.  Figure  2-2 
illustrates  the  planning  structure. 

4.  Initial  Actions.  When  a  national  security  emergency  or  war 

is  declared,  several  Service-wide  actions  may  occur,  such 

as;  (1)  mitiating  military  stop-loss  actions; 

(2)  extending  terms  of  enlistment;  (3)  canceiling  leaves; 
and,  (4)  curtailing  non-essential  training.  The  President 
may  request  authority  from  the  Congress  to  activate  the 
draft.  DoD  may  submit  standby  legislation  to  Congress  for 
required  additional  authorities  and  provide  fiscal  and 
funding  guidance  to  the  Military  Departments.  When  the 

President  declares  a  National  Emergency,  the  Reserve 
Components  may  be  alerted  and  activation  of  units  and 
individuals  could  begin. 

5.  Service  Differences.  While  there  are  broad  parallels  in 

what  each  Service  does,  there  are  many  differences  in 
emphasis  or  method  of  operations  caused  by  their  unique 
roles.  Army  manpower  mobilization  planning  must  provide  for 
the  reception  and  training  of  inductees.  The  Navy  manpower 
mobilization  planning  must  provide  for  the  manning  and 
support  of  ships  at  sea  at  increase'!  tempos  of  operation  and 
getting  those  in  port  to  sea  in  a  combat  ready  state.  The 

organization,  size,  and  missions  of  the  Marine  Corps  permit 
mobilization  planning  to  be  highly  centralized  in  the 
Headquarters.  Air  Force  manpower  mobilization  planning 
needs  are  closely  linked  to  its  equipment  inventory  and  the 
mobilization  process  is  amenable  to  strong  centralized 
control  bv  major  commands. 

6.  Responsibilities 

a.  The  Assistant  Secretary  of  Defense  (Force  Management 
and  Personnel!  is  responsible  for  the  overall  planning, 
coordination,  and  execution  of  measures  to  ensure  rapid 
and  effective  mobilization. 

b.  The  Assistant  Secretary  of  Defense  (Reserve  Affairs)  is 
responsible  for  planning,  coordinating  and  monitoring 
the  execution  of  plans  to  ensure  that  the  Ready  Reserve 
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Figure  2-2.  Mobilization  Planning  Overview 


is  well  3  s  military  retirees  are  ready  and  available 
for  rapid  and  effective  mobilization. 

c.  The  Assistant  Secretary  of  Defense  (Comptroller)  is 

responsible  for  providing  funding  guidance  to  DoD 
Components  as  necessary  to  assist  in  planning  for 

mob ilization. 

d.  Heads  of  DoD  Components  are  responsible  for  developing, 
maintaining  and  disseminating  appropriate  emergency 
plans  and  procedures,  standby  emergency  implementation 
documents,  and  organizational  and  staffing  arrangements 
required  to  mobilize  and  manage  essential  missions 
during  a  mobilization. 

e .  Other  Federal  Agencies 

(1)  Ocher  Federal  departments  and  agencies  have  an 

important  role  in  mob i 1 iz a t ion  planning  and 

execution.  Their  assignments  of  emergency 

preparedness  'unctions  are  delineated  in  Executive 
Order  12656.  The  National  Security  ouncil  (NSC) 
is  assisted  in  the  planning  and  execution  of 
mobilization  and  civilian  defense  by  the  Federal 
Emergency  Management  Agency  (FF.MA).  FEMA  works 
with  other  Federal  agencies  at  the  national  and 
regional  levels  and,  through  regional  offices, 
with  emergency  planners  in  each  state.  The  Army, 
as  DoD  executive  agent  for  civil  emergency 
planning,  works  directly  with  FEMA.  The  normal 
interface  with  civil  emergency  planning  and  the 
installation  level  is  through  local  civil  agencies 
rather  than  directly  with  FEMA  regional  offices. 
Installations  should  refer  peacetime  problems  with 
civil  emergency  planning  to  their  higher 

headquarters  for  resolution. 

(2)  Two  agencies  of  special  importance  to  civilian 

personnel  planner"  are  the  Department  of  Labor 
(DDL)  and  the  Office  of  Personnel  Management 
(OPM).  DOL  monitors  national  work  force 

activities  through  its  regional  offices  and 
affiliated  state  employment  agencies.  These 

agencies  operate  the  local  offices  of  the  U.  S . 
Employment  Service  .USES)^  with  Federal  funding 


The  titles  of  local  USES  off'tes  vary  from  state  to  state.  For 
example,  they  may  be  called  job  service,  employment  coujniss  ion,  or 
public  employment  offices,  according  to  each  state's  organizational 
term ino logy . 
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support .  The  local  USES  offices  form  a  national 
network  and  have  the  principal  responsibility  for 
recruiting  workers  to  fill  mobilization  vacancies 
at  installations  and  in  defense  inu'^tries.  Some 
USES  offices  have  state-wide  > at  links  for 
screening  applicants,  and  some  are  tied  to  a 
national  labor  data  system.  The  OPM  is 
responsible  for  managing  the  Federal  work  force 
for  mobilization,  and  assisting  in  the  recruitment 
of  skilled  workers. 


E. 

1 .  The  Planning  Process 

a.  Manpower  requirements  and  manpower  resources  planning 

is  the  process  of  assigning  available  manpower 

resources  to  mobilization  requirements.  It  includes 
all  manpower  resources:  Active  and  Reserve  Components, 
retirees,  inductees,  volunteers  and  DoD  civilian 

employees  as  well  as  contractors,  who  can  replace  in- 
service  DoD  manpower.  It  al3o  includes  planning  for 
new  hires  from  the  national  work  force. 

b.  Manpower  requirements  and  manpower  resources  planning 

determines  how  to  make  the  time-phased  transition  from 
the  actual  manning  levels  existing  when  mobilization  is 
declared  to  wartime  levels.  Wartime  manning  must 
satisfy  two  major  requirements:  (1)  combat  units  to 

meet  OPLAN  force  commitments,  and  (2)  sustaining  or 
support  activities.  The  initial  objectives  of  this 
planning  are  to  identify  the  numbers  and  skills  of 
personnel  needed  in  wartime  and  to  develop  and  validate 
wartime  requirements  and  priorities. 

c.  This  planning  includes  specific  methods  for  filling 
validated  wartime  requirements.  Military  personnel 
actions  upon  mobilization  are  centrally  controlled 
through  Service  requisitioning  and  assignment  systems. 
Civilian  personnel  realignment  and  recruitment  actions 
are  generally  decentralized  to  the  installation  level 
under  directives  issued  by  OPM,  OSD,  and  Service  or 
Component  r.  ■ latinns. 

d.  It  is  ess  .  ,1  that  manpower  requirements  and  manpower 
resources  plane  "’■s,  military  and  civilian,  keep  DoD  and 
local  install  .  .on  mobilization  planning  active  and 
current  o  th\c  they  can  contribute  effectively  to  the 
instal lation ' £  crisis  or  wartime  mission  and  to  the 
transition  to  such  operations. 
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2.  Planning  Assumptions  and  Guidance 


a.  Within  DoD,  the  principal  manpower  mobilization 

planning  document  is  the  DoD  Master  Mobilization  Plan. 
Each  Service  has  a  basic  planning  document  usually 
augmented  by  subject-specific  regulations.  The  major 
commando  supplement  these,  if  necessary,  or  retransmit 

them  to  those  affected.  Appendix  D  lists  major  DoD, 
Joint  Staff,  and  Service  guidance  documents  and 

regulations  concerning  mobilization  planning. 

b.  Planners  require  assumptions  and  guidelines  to 

establish  a  consistent  framework  for  their  detailed 
plans.  Appendix  E  is  an  example  of  a  3et  of  basic 

assumptions  relating  to  manpower  mobilization  planning. 
Some  examples  of  typical  planning  guidelines  that  might 
be  issued  by  higher  headquarters  are  contained  in 
Appendix  F. 


2-8 


CHAPTER  3 


PREMOBILIZATION  PREPARATION 


This  chapter  describes  actions  which  should  b,  .aken  during 
peacetime  to  facilitate  rapid  and  effective  c’-oowor  mobilization  at 
the  installation  level.  There  are  three  major  sections:  (1)  prepara¬ 
tion  of  the  installation  mobilization  plan,  emphasizing  the  manpower 
aspects;  (2)  supporting  manpower  and  personnel  plans  or  annexes;  and 
(3)  review,  approval,  and  evaluation  of  plans  and  actions  to  enhance 
mobilization  readiness. 


A.  THE  INSTALLATION  MOBILIZATION  PLAN 

1.  Guidance  and  Instructions.  Each  installation  develops  a 
mobilization  plan  following  guidance  and  instructions  from 
higher  headquarters.  As  a  minimum,  the  guidance  should 
include: 

a.  the  mobilization  mission(s)  of  the  installation 

b.  the  priorities  among  multiple  missions 

c.  time-phased  workload  data  (e.g.,  units  and  individuals 
reporting  to  the  installation;  increased  maintenance 
workload) 

d.  planning  assumptions 

e.  command  and  control  relationships 

f.  support  available  from  other  installations,  other 
Services  within  DoD,  non-DoD  government  agencies,  or 
contracts  with  the  private  sector 

g.  support  to  be  provided  to  other  installations,  Services 
or  organizations  in  the  civil  sector 

h.  support  required  by  tenant  organizations. 

i.  Annexes  which  describe  functional  responsibilities 

during  periods  of  crisis  and  for  mobilization  planning 
steps  and  procedures. 

2.  Responsibility  for  Preparation.  A  staff  section  of  the 

installation  headquarters  should  be  designated  to  coordinate 
preparation  of  the  installation  mobilization  plan.  All 

other  staff  sections,  functional  managers,  base  organiza¬ 
tions,  and  tenants  should  participate  actively  in  plan 
preparation  and  review.  One  or  more  individuals  may  be 
designated  as  the  installation  manpower  mobilization 
planner. 
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B. 

Two  key  areas  for  any  organizational  plan  are  manpower 

requirements  and  manpower  resources.  In  any 

case,  an  overall  review  of  the  manpower  requirements  and  manpower 

resources  components  of  the  plan  is  essential  to  ensure  that  they  are 

complete  and  tradeoffs  have  been  considered. 

The  manpower  requirements  and  manpower  resources  sections 

(usually  published  as  separate  annexes)  should  include: 

1 .  Manpower  Requirements 

a.  mission  priorities  and  workload  factors  upon  which 

manpower  planning  is  based 

b.  identification  of  essential  and  non-essential  functions 
and  related  time-phasing  (no  change,  reduce,  defer, 
eliminate,  or  expand) 

c.  planned  support  of  tenant  organizations 

d.  changes  in  requirements  for  nonappropr iated  fund  (NAF) 
employees  on  mobilization 

e.  military  and  civilian  personnel  staffing  augmentation 
and  emergency  procedures 

f.  recovery  and  restoration  planning  (following  direct 
enemy  attack  or  other  disaster) 

g.  additional  resources  provided  by  expanded  contract 
support . 

2.  Manpower  Resources 

a.  descriptions  of  the  most  likely  M-day  personnel  situa¬ 
tions  (e.g.,  above  or  below  peacetime  authorization) 
and  how  these  will  influence  post  M-day  personnel 
actions ; 

b.  preplanned  redistribution  of  military  and  civilian 
personnel  from  non-essential  to  essential  activities; 

c.  planned  replacement  of  civilian  employee  losses  due  to 
military  call-up; 
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d.  planned  use  of  any  excess  nonappropr iated  fund 
employees ; 

e.  civilian  new  hire  recruitment  plans  „  ;reposi tioned 
requirements,  hiring  authorities,  ^rc.essing  and 
training) ; 

f.  military  replacement  and  filler  requisitioning; 

g.  military  and  civilian  personnel  preassignments  to 
mobilization  positions,  retraining  and  refresher 
training; 

h.  preparation  and  movement  of  mobilizing  and  deploying 
units  and  individuals; 

i.  military  personnel  actions  (reception,  processing, 
assignment,  transfer); 

j.  planned  actions  for  meeting  labor  relations  obligations 
and  for  communications  with  recognized  labor  organiza¬ 
tions  ; 

k.  military  and  civilian  personnel  housing  and  support 
plans;  and, 

l.  support  of  military  and  civilian  families. 


Appendix  G  is  a  sample  civilian  personnel  mobilization  plan. 
Appendix  H  discusses  the  development  of  mobilization  training  for 
military  and  civilian  personnel.  Appendix  I  provides  guidelines  for 
identifying  and  recruiting  for  civilian  mobilization  positions. 


C.  MOBILIZATION  PLAN  REVIEW,  APPROVAL,  AND  EVALUATION 

1.  Plan  Review  and  Coordination.  After  the  complete 
mobilization  plan  has  been  approved  at  the  installation 
level  it  should  be  approved  by  the  next  higher  headquarters 
as  directed  by  appropriate  authority.  It  should  be 

coordinated  with: 

a.  other  DoD  ins tal lat i ons  providing  support  or  being 
supported;  including,  if  necessary,  the  local  area  RASC 
(Appendix  J) . 

b.  local  and/or  state  officials  who  must  plan  for 

community  impacts; 

c.  local  U.  S.  Employment  Service  offices  that  will  assist 
in  recruiting  civilians; 
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d.  other  federal  agencies  concerned  (e.g.,  FEMA  Regional 
Offices) ;  and, 

e.  contractors  and  other  commercial  organizations  which 
will  or  could  be  called  upon  to  provide  support. 

Classified  portions  can  be  released  only  to  individuals  with 
appropriate  clearances  and  need-to-know. 

2.  Resolution  of  Problems.  The  mobilization  planning  process 
will  identify  potential  problems  and  deficiencies  and 
suggest  corrective  action.  There  should  be  continuing 
effort  to  make  higher  headquarters  aware  of  problems,  to 
work  at  resolving  those  at  the  installation  level  and  to 
seek  alternatives  to  those  that  cannot  be  readily  resolved. 

3.  Testing  and  Evaluation.  Mobilization  exercises  are  the 

usual  way  of  testing  the  capability  of  units  and 

installations  to  mobilize  effectively.  Installation 

planners  participate  in  planning  exercises  as  directed  by 
higher  authority.  The  installation  also  conducts  tests  and 
exercises  to  evaluate  those  portions  of  the  mobilization 
plan  not  thoroughly  tested  in  the  Joint  Staff,  Service  or 
command-wide  exercises.  Remedial  action  programs  follow  all 
exercises . 

a.  Appendix  K  describes  methods  for  testing  the 

effectiveness  of  the  mobilization  plan. 

b.  Appendix  L  discusses  reviewing  and  evaluating  the 

civilian  mobilization  plan  and  provides  a  worksheet  to 
assist  in  this  process. 

c.  Appendix  M  provides  a  planning  checklist  for  pre¬ 

exercise  preparedness. 

4.  Continuing  Actions  to  Enhance  Mobilization  Readiness. 

Review  of  mobilization  plans  should  occur  at  least  annually 
and  various  actions  should  be  undertaken  on  a  continuing 
basis  to  ensure  mobilization  readiness.  Among  these  are: 

a.  updating  of  manpower  requirements  and  organizational 
structure  in  accordance  with  guidance  received  from 
higher  headquarters; 

b.  reviewing  missions,  tasking,  and  priorities; 

c.  designing  programs  to  ensure  the  installation  can  meet 

time-phased  workload  and  manpower  demands  (e.g., 
providing  civilian  requirements  to  local 

U.S.  Employment  Services  offices); 
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d. 


review  Che  Defense  Manpower  Data  Center  annual  listings 
of  current  civilian  employees  who  are  subject  to  recall 
to  active  military  duty. 


e.  identify  potential  losses  of  civilian  employees  to  the 
Draft.  (Selective  Service  plans  to  draft  20-year-old 
males  through  M+1S0  days.) 

f.  ensuring  that  appropriate  computer  products  (such  as 
manning  documents  and  organizational  listings  by  skill 
specialties,  including  primary  and  secondary  special¬ 
ties)  are  available  at  control  centers; 

g.  exercising  manual  backup  systems  for  use  in  case 
automated  systems  are  not  available. 

h.  preposition  requests  for  Personnel  Action  (SF-52)  for 
all  additional  positions  to  be  filled  in  the  event  of 
mobi 1 izat ion . 

i.  Coordinate  the  determination  for  priority  of  fill  for 
position  requirements  if  within  areas  of  competing 
activities . 
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CHAPTER  4 


MOBILIZATION  ACTIONS 


This  chapter  describes  the  basic  actions  that  an  ;  usui  lation 
should  accomplish  during  a  crisis  or  mobilization.  T*  :re  are  two 
major  subsections:  (1)  general  mobilization  actions;  (2)  specific 

manpower  requirements  and  manpower  resources  and  actions. 


A.  GENERAL  ACTIONS 

1.  Upon  receipt  of  alert  notification,  the  installation  shall 
activate  a  command  post,  call  in  personnel  on  the  emergency 
roster,  and  pass  the  alert  order  to  subordinate  and  tenant 
units. 

2.  The  mobilization  plan  will  be  reviewed  immediately  for 

conformity  with  any  guidance  received  and  knowledge  of  the 
unfolding  crisis.  Mobilization  priorities  and  planned 
execution  timing  should  be  revised  to  fit  the  situation. 

3.  Upon  receipt  of  a  mobilization  order,  the  installation  shall 

implement  and  report  to  higher  headquarters  any 

organizational  or  command  changes  and  any  shifts  of 
headquarters  location.  Non-essential  functions  should  be 
terminated,  deferred  or  reduced  to  make  resources  available 
for  critical  mobilization  functions. 

4.  Emergency  authorities  should  be  reviewed  and  appropriate 

authorities  invoked. 

5.  An  important  function  for  installations  of  several  Services 

shall  be  to  assist  in  moving  Reserve  Component  units  and 
individuals  to  the  base,  report  their  arrival  to  higher 
headquarters,  and  assist  in  their  deployment,  when 

applicable . 

6.  Support  provided  to  tenant  units  is  adjusted  in  accordance 

with  plans. 

7.  Emergencies  are  not  static.  There  should  be  continuous 

planning  and  preparation  for  advanced  stages  of  the 
mobilization  or  emergency  operations. 

8.  Situation  reports  should  go  to  higher  headquarters  as 

required . 
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MANPOWER  REQUIREMENTS  AND  MANPOWER  RESOURCES  ACTIONS 

1.  If  a  crisis  or  mobilization  appears  imminent,  functional 
managers  should  determine  if  the  specific  situation  would 
require  modification  of  their  portions  of  the  mobilization 
plan  if  mobilization  were  declared  and  ensure  that  the  plan 
is  changed  to  accommodate  those  modifications.  Upon 
mobilization,  managers  shall  begin  plan  execution. 
Personnel  staff  sections  and  operational  units  may  require 
augmentation  to  handle  mobilization  workload. 

2.  When  mobilization  is  declared,  the  installation  should 

implement  manpower  utilization  policies  and  workload 

changes.  It  shall  also  reallocate  personnel  from  non- 

essential  to  essential  functions  according  to  plans  and 
time-phased  requirements.  Requests  for  required  military 
replacement  and  filler  personnel  should  be  submitted  in 
accordance  with  established  Service  procedures. 

3.  When  necessary,  preparation  for  receipt,  processing, 
training,  and  deployment  of  personnel  assigned  to  the 
installation,  should  begin  immediately  to  preclude  backlog 
or  bottlenecks. 

4.  Civilian  personnel  offices  should  implement  standby 

emergency  recruitment  and  hiring  plans  (usually  with 
assistance  from  local  U.S.  Employment  Service  and  OPM 
offices  and  in  coordination  with  local  RASC. 

5.  Personnel  housing  and  support  plans  must  be  implemented, 
when  authorized,  possibly  including  new  construction  and 
off-post  facility  acquisition  or  other  arrangements. 

6.  The  installation  should  invoke  mobilization  surge  provisions 
of  contracts  which  apply  to  manpower  and  personnel 
activities. 

7.  Each  installation  headquarters  shall  report  continuously  the 
allocation,  distribution  and  movement  of  units  and 
individuals  being  mobilized  at  and  deployed  from  the 
installation. 
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CHAPTER  5 


DETERMINING  THE  WARTIME  MANPOWER  REQUIREMENTS 


A.  PURPOSE 

1.  Transition  to  Wartime  Strengths.  The  purpose  cJ  manpower 

requirements  planning  is  to  provide  th.  basis  for  raising 

combat  and  support  forces  from  peacetime  strengths  to 
wartime  strengths  in  a  time-phased,  incremental  manner  to 
support  and  sustain  JCS-approved  OPLANS.  The  process 
ultimately  provides  each  installation  and  organization  a  set 
of  mobilization  requirements  in  numbers  and  skills  of 
military  and  civilian  manpower,  time-phased  as  necessary  to 
carry  out  wartime  missions. 

2.  Identification  of  Shortfalls.  A  primary  function  of 

requirements  planning  is  to  identify,  in  advance,  manpower 

shortfalls  that  may  result  in  shifting  from  peacetime  to 
wartime  missions.  This  identification  is  important  for  two 
reasons:  (1)  upon  a  declaration  of  full  mobilization  or 

war,  immediate  steps  can  be  taken  to  fill  these  identified 
shortfalls  by  realigning  available  manpower  to  meet  the  most 
urgent  needs  and  (2)  planning,  programming,  and  budgeting 

actions  can  be  taken  in  peacetime  to  reduce  or  eliminate 
serious  shortfalls  in  future  years. 

B.  THE  REQUIREMENTS  PROCESS 

1.  Overall  Requirements  Determination.  Because  wartime 
manpower  requirements  must  support  Joint  Staff  approved 
OPLANS  as  well  as  CONUS  sustaining  missions,  their 

development  requires  close  coordination  between  the  Joint 
Operation  Planning  System  (JOPS)  and  the  mobilization  and 
manpower  planning  systems  of  the  Services.  The  major 
elements  in  requirements  planning  are: 

a.  The  DoD  Defense  Guidance  issued  bi-annually  by  the 
Secretary  of  Defense. 

b.  The  Joint  Strategic  Capabilities  Plan  (JSCP),  which  is 
the  basis  for  OPLANS  of  the  Unified  and  Specified 
Commands,  and  allocates  the  forces  of  the  Services  in 
support  of  those  plans. 

c.  The  schedule  of  forces  required  to  support  each  OPLAN. 

d.  The  CONUS  sustaining  requirements  of  the  Services  to 
support  the  deployed  and  deploying  forces. 
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Service  manpower  analyses  that  combine  overseas  and 
CONUS  requirements. 


e . 


f.  Service  wartime  manpower  documentation  for  each 
installation  and  organization. 

Below  is  a  simplified  depiction  of  the  overall  manpower 
requirements  determination  process. 

2.  Service  Manpower  Planning  Systems.  Each  Service  uses  a 
distinctive  manpower  planning  system  in  developing  and 
documenting  wartime  manpower  requirements  and  authorizations 
for  its  organizations  and  installations.  These  processes 
are  described  briefly  in  Appendix  N.  Essentially,  they 
account  for  the  time-phased  manpower  increases  and  decreases 
that  will  occur  in  shifting  from  peacetime  to  wartime 
missions  and  workloads.  The  extent  of  direct  installation 
participation  in  developing  wartime  workloads  and  manpower 
requirements  may  vary  by  Service  and,  within  each  Service, 
depending  on  the  installation  mission,  e.g.,  operational, 
training,  logistics,  or  research  and  development.  In  most 
cases,  installations  participate  by  making  inputs  to  their 
higher  headquarters  in  preparing  and  coordinating  manpower 
authorization  documents  and  reviewing  authorized  manpower 
for  mission  capability. 


OVERALL  MANPOWER  REQUIREMENTS  DETERMINATION  PROCESS 
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c. 

1 .  Guidance  and  Assumptions 

a.  Several  types  of  guidelines  influence  tin  development 

of  mobilization  requirements.  Peac;:t..ne  manpower 

planning  guidance  tells  what  cai.  be  done  in  peacetime 
to  enhance  readiness  for  mobilization.  Mobilization 
planning  assumptions  describe  the  wartime  planning 
scenario  and  timing  of  events.  Wartime  manpower 
utilization  guidance  tells  how  military  and  civilian 
manpower  and  contract  services  can  be  used  to  meet  the 
most  urgent  requirements  during  a  mobilization  or 
emergency.  Examples  of  these  guidelines  are  in 

Appendices  E  and  F. 

b.  Guidelines  and  instructions  become  nor1  detailed  and 

specific  as  they  pass  down  the  chain  of  command  from 
Service  headquarters  through  major  and  intermediate 

commands  to  the  installation  level.  An  exception  to 
this  occurs  in  the  Marine  Corps  due  to  its  structure, 
Marine  Corps  Headquarters  deals  directly  with  major 
units  and  installations. 

2.  Planning  Guidance  from  Higher  Headquarters  —  Installations 

normally  look  to  their  higher  headquarters  to  make  the 

following  kinds  of  determinations: 

a.  Defining  clearly  the  wartime  missions  and  tasks, 

including  support  of  deployments,  mobilization  of 

Reserve  Components,  pre-  and  post-mobilization 

training,  sustaining  and  residual  mobilization 

missions,  and  support  of  tenant  activities. 

b.  Defining  wartime  functional  concepts  of  operation, 
workloads,  and  priorities. 

c.  Specifying  the  time-phasing  of  missions  and  workloads. 
Appendix  0  describes  the  process  of  matching  manpower 
and  workload  time-phasing. 

d.  Identifying  functions,  activities,  and  workloads  that 
are: 

(1)  Performed  in  peacetime  but  not  in  wartime. 

(2)  Not  performed  in  peacetime  but  will  be  in  wartime. 
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(3)  Performed  in  peacetime  but  will  increase  or 
decrease  in  wartime. 

(4)  Performed  in  peacetime  by  military  but  will  be 
performed  by  civilians  or  contractors  in  wartime. 

(5)  Performed  in  peacetime  by  civilians  or  contractors 
but  will  be  performed  by  military  in  wartime. 

e.  Identifying  wartime  workloads  that  can  be  met  by  using 
pre-arranged  contractor  support  services. 


D.  INSTALLATION  PARTICIPATION 


Consistent  with  higher  headquarters  guidance,  installations 
contribute  to  the  requirements  planning  process  by  taking  local 
actions,  such  as  the  following: 

1.  Identifying  support  positions  that  can  be  filled  by 
civilians  or  military  retirees. 

2.  Identifying  civilian  employees  who  are  subject  to  military 
recall  or  conscription  and  require  replacement  during 
mobilization. 

3.  Ensuring  that  civilian  employees  occupying  jobs  critical  to 
national  security  objectives  are  not  members  of  the  Ready 
Reserve. 

4.  Ensuring  that  mobilization  manpower  requirements  are  phased 
so  they  are  consistent  with  the  projected  workload,  as  well 
as  the  availability  of  facilities  and  equipment  for  housing, 
training,  and  personnel  support. 

5.  Assisting  in  the  identification  of  contract  services  and 
supplies  needed  in  emergencies. 

E.  THE  PRODUCT 

The  product  of  requirements  planning  is  a  set  of  time-phased 
wartime  requirements  'or  numbers,  skills,  and  grades  of  military  and 
civilian  manpower  as  well  as  the  requirements  for  contract  services 
needed  by  each  installation.  These  requirements  are  the  basis  for 
planning  and  implementing  personnel  realignment  and  fill  actions  to 
meet  mobilization  needs. 
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CHAPTER  6 


FILLING  THE  WARTIME  MANPOWER  REQUIREMENT 

A.  TRANSITION  TO  WARTIME  AUTHORIZATION 

The  starting  point  for  personnel  fill  actions  is  the  wartime 
manpower  requirements  document.  People  are  assigned  or  reassigned  to 
gain  the  best  use  of  available  assets  and  minimize  shortfalls  in 
filling  wartime  requirements  according  to  priorities  set  by  higher 
headquarters.  Upon  declaration  of  full  mobilization,  higher  head¬ 
quarters  direct  implementation  of  wartime  requirements  if  this  has  not 
already  been  done.  The  shift  from  peacetime  to  wartime  could  occur 
suddenly  or  gradually  and  selectively,  according  to  the  crisis  at 
hand.  Depending  on  the  mission  and  structure  of  each  installation, 
the  transition  to  wartime  requirements  can  involve  changes  in  both 
military  and  civilian  personnel,  as  well  as  contract  services. 

B.  MILITARY  MANPOWER  RESOURCES 

1.  Actions  by  Higher  Headquarters.  Each  Service  centrally 
controls  and  manages  the  distribution  and  assignment  of 
military  personnel  resources.  Unit  status  reports  identify 
outstanding  requirements  that  are  met,  according  to  Service 
established  priorities  and  assignment  procedures  or  by 
actions  within  the  respective  Service  personnel  requisi¬ 
tioning  and  assignment  system.  The  following  are  examples 
of  military  personnel  actions  that  higher  headquarters  may 
take,  as  required  by  the  situation: 

a.  Extending  terms  of  service,  consistent  with  the 
emergency . 

b.  Upon  full  mobilization,  recalling  all  Ready  Reservists 
who  are  preassigned  to  a  mobilization  station. 

c.  Recalling  military  retirees  as  required. 

d.  Preassigning  military  retirees  (Category  I  or  II 

retirees  who  are  not  key  employees)  to  installations  to 
fill  support  positions  for  which  their  age  and 
experience  qualify  them,  and  where  early  availability 
of  retirees  is  essential  to  mission  performance. 

e.  Disapproving  requests  for  deferral  or  exemption  from 
recall  of  Ready  Reservists  and  preassigned  military 
retirees  because  of  civilian  occupation. 

f.  Preassigning  Individual  Ready  Reservists  to 
installations  to  fill  wartime  military  augmentation  or 
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fiLLer  positions  that  are  not  predesignated  or 
appropriate  to  be  filled  by  military  retirees. 

2.  Actions  by  Installations.  The  policies  and  procedures  of 
each  Service  govern  the  military  personnel  actions  that  may 
be  taken  locally.  Following  are  examples  of  actions  that 
could  be  preplanned  and  implemented  at  installation  level, 
consistent  with  higher  headquarters  instructions: 

a.  Higher  headquarters  may  authorize  installations  to  take 
local  cross-leveling  actions,  according  to  specified 
criteria,  to  fill  initial  mobilization  vacancies  within 
its  available  assets.  An  example  of  cross-leveling 
would  be  the  transfer  of  military  personnel  from 
positions  designated  to  be  filled  in  wartime  by 
civilians  or  military  retirees,  to  essential  mobiliza¬ 
tion  positions.  An  advantage  of  local  cross-leveling 
is  that,  by  following  assignment  priorities,  it  allows 
shifting  of  personnel  to  meet  urgent  wartime  require¬ 
ments  with  a  minimum  of  personnel  turbulence. 
Secondary  skills  used  in  conjunction  with  peacetime 
training  and  exercises  can  enhance  the  effectiveness  of 
cross-leveling.  Appendix  P  describes  the  Army  cross¬ 
leveling  system  and  other  methods  of  filling  military 
wartime  manpower  requirements. 

b.  If  required  and  practical,  installations  could  cross- 
train  personnel  occupying  positions  in  peacetime  not 
needed  in  wartime  who  will  be  reassigned  to  meet  war 
requirements  in  other  skills.  Examples  are  people  who 
will  be  reassigned  because  their  units  will  be  reduced 
or  inactivated  or  who  will  be  replaced  by  civilian 
employees  or  military  retirees. 

c.  As  a  part  of  authorized  and  funded  peacetime  training 

programs,  installations  could  provide  peacetime 

refresher  training  of  Individual  Ready  Reservists  and 
military  retirees  required  to  meet  early  mobilization 
requi remen  r  s . 

C.  CIVILIAN  MANPOWER  RESOURCES 

1.  Decentralized  Operations.  As  opposed  to  the  centralized 
management  of  military  personnel,  civilian  personnel 

staffing  is  for  the  most  part  decentralized  to  the  instal¬ 
lation  level,  where  servicing  civilian  personnel  officers 
(CPO)  and  f  unctional  managers  must  work  together  as  a  team. 
Functional  managers  not  only  play  a  key  role  in  requirements 
planning  but  also,  assisted  by  CPO  staffs,  plan  how  to 
restructure  and  realign  jobs  to  meet  mobilization  needs. 
Such  changes  from  usual  practices  are  designed  to  make  the 
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best  use  of  available  manpower,  facilities,  and  equipment  in 
meeting  the  mobilization  requirement  for  various  skills  and 
workloads . 

2.  Support  of  Tenant  Activities.  Very  often,  i •  r  llation  CPOs 

provide  services  to  tenant  activities  of  other  commands. 
The  tenants'  mobilization  staffing  l equireraents  must  be 

planned  in  advance  in  conjunction  with  those  of  the  host 
organization. 

3.  Emergency  Authorities 

a.  The  Office  of  Personnel  Management  (OPM)  Federal 

Personnel  Manual  (FPM)  is  the  primary  source  of 
guidance  for  planning  and  using  emergency  authorities 
that  apply  to  direct-hire  civilian  employees. 

Figure  6-1  sets  forth  the  basic  OPM  Emergency  Guidance 
and  Authorities. 

b.  During  periods  of  rising  tensions  short  of  a  declared 

national  emergency,  the  following  management  authori¬ 

ties,  currently  available  in  peacetime,  can  assist  in 
making  sure  that  mission-essential  needs  for  civilian 

employee  support  are  met.  They  should  be  used  in 

accordance  with  OPM  regulations  and  Service  instruc¬ 

tions  . 

(1)  Authority  to  reassign  or  detail  employees 

involuntarily  to  essential  positions  for  up  to  one 
years . 

(2)  Authority  to  relocate  employees  involuntarily, 
permanently  or  temporarily,  to  essential  work 
sites  within  the  United  States  or  its  territories 
and  possessions. 

(3)  Authority  to  make  continued  performance  during 
emergencies  a  requirement  of  positions  critical  to 
the  continuity  of  essential  missions. 

(4)  Authority  to  preassign  civilian  employees  whose 
positions  can  be  vacated  early  in  a  mobilization 
to  essential  mobilization  positions  for  which  they 
are  qualified. 

c.  Additionally,  DoD  may  request  that  OPM  delegate  the 
emergency  indefinite  appointment  authority  prior  to  the 
declaration  of  a  national  emergency  when: 

(1)  The  President  has  authorized  the  call  up  of  some 
portion  of  military  reserve  forces  for  some 
military  purpose;  and  when 
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(2)  The  Secretary  o£  Defense  certifies  that  such 
hiring  authority  is  necessary  and  the  Director  of 
OPM  confirms  that  normal  procedures  cannot  meet 
surge  requirements. 

(3)  If  OPM  grants  this  authority,  it  shall  simultan¬ 
eously  provide  DoD  with  procedures  for  its  use  and 
the  means  for  OPM  to  review  its  application. 
Installations  will  receive  instructions  through 
normal  Service  channels  in  the  event  this 
authority  is  delegated  for  their  use. 

d.  Figure  6-2  provides  a  listing  of  additional  authorities 
available  after  declaration  of  national  emergency. 

4.  Recruitment  Planning 

a.  Planning  for  recruitment  is  based  on  the  identification 
of  specific  manpower  requirements  in  the  manpower 
authorization  document  that  cannot  be  met  by  using 
current  employees  even  with  additional  training.  These 
requirements  represent  the  external  fill  needed  on  a 
time-phased  basis  during  a  mobilization  (for  example, 
M-Day  through  M+10  days,  M+ll  through  M+30  days,  M+31 
through  M+60  days,  etc.).  Functional  managers  should 
establish  priorities  within  each  time-phase  so  that 
recruiting  is  planned  to  meet  the  most  urgent  mission 
requirements  . 

b.  Civilian  strength  requirements  need  to  be  identified 
for  each  time-phase  and  a  determination  made  as  to 
whether  resources  will  come  from  in-service  placement 
or  from  outside  recruitment.  The  recruitment  plan 
should  be  coordinated  with  the  training  staff  to 
determine  training  requirements  for  new  employees. 


Detailed  recruitment  plans 

advance. 

are 

then 

prepared 

5 . 

Recuitment  Sources.  Recruitment 

plans 

should 

include 

assessment  of  all  resources  available  to  the  installation  to 
meet  manpower  requirements.  Some  sources,  such  as  career 
referrals,  may  not  be  practical  or  available  during  an 
emergency.  The  following  sources  should  be  considered,  if 
appropriate  to  the  needs  of  the  installation: 

a .  In-Service  Employees 

(1)  Excess  local  permanent  employees  occupying 
peacetime  positions  not  required  during 
mobilization  and  who  are  qualified  to  fill 
mobilization  authorizations. 
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5USC3134  I  Limitations  on  non  career  and  limited  appointments 
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Figure  6-2.  Additional  Authorities  Available  to  the  Department  of  Defense  After  Declaration  of  a  National  Emergency, 
but  Prior  lo  an  Attack  on  the  U  S 


(2)  Returnees  or  evacuees  from  overseas  who  are 

preassigned  or  exercise  return  rights  to  CONUS 
installations . 

(3)  Excess  non-local  permanent  employees  w  10  cannot  be 
placed  in  mobilization  positions  ai  their  own 
installation. 

(4)  Excess  Federal  employees  from  local  DoD  or  non-DoD 
agencies. 

(5)  Current  part-time  and  intermittent  employees  who 
can  serve  as  full-time  employees. 

b .  Retirees 

(1)  Retired  civil  service  employees. 

(2)  Military  retirees  who  are  not  preassigned. 

(3)  Retirees  from  large  non-defense  industries  not 
engaged  in  defense  work. 

c.  Other  Sources 


(1)  Family  members  of  civilian  employees  and  military 
personnel,  both  local  and  those  returning  from 
overseas . 

(2)  DoD  Priority  Placement  Program  referrals. 

(3)  Outside  recruitment  through  local  U.  S.  Employment 
Service  and  OPM  offices. 

(4)  Excepted  appointment  of  veterans,  handicapped, 
worker  trainees,  and  others. 

6,  Recruitment  Planning  Actions 

a.  Planning  for  staffing  civilian  positions  required  for 
mobilization  starts  with  each  organization's  time- 
phased  mobilization  manpower  document.  The  C?0  should 
participate  in  the  development  of  these  documents.  It 
is  important  also  that  the  CPO  be  provided  all  current 
validated  authorization  documents,  including  those  of 
serviced  tenant  activities  of  other  commands. 

b.  Recruitment  planning  usually  includes  the  following 
major  phases: 

(1)  Assembling  and  organizing  preliminary  data, 

including  peacetime  and  mobilization  authorization 
documents,  personnel  information  (especially 
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current  position  assignment  and  likelihood  of 
military  call-up  in  the  first  90  days  of  a  mobili¬ 
zation),  workload  priorities,  and  available  source 
lists  (such  as  local  retirees,  etc.). 

(2)  Identifying  initial  mobilization  vacancies 
requiring  fill  by  current  employees,  known  source 
lists,  or  new  recruitment. 

(3)  Applying  available  employees  to  the  initial 
vacancy  list,  taking  steps  to  maximize  use  of  such 
personnel. 

(4)  Planning  and  updating  recruitment  strategies. 

(5)  Prepositioned  recruitment  procedures  with  LEO/OPM. 

c.  Appendix  Q  lists  and  shows  a  sequence  of  more  detailed 
recruitment  planning  steps  that  may  be  required, 
depending  on  the  installation' s  unique  mobilization 
needs  and  labor  market. 

7.  Labor  Market  Analysis.  Appendix  R  provides  information  on 

conducting  and  using  local  labor  market  analyses  to  support 
recruitment  planning. 

3.  Competition  in  Hiring  Civilians.  Appendix  S  describes 

actions  to  resolve  potential  civilian  hiring  competition 
within  and  among  Military  Departments  and  between  Military 
Departments  and  defense  industries. 

9.  Use  of  Job  Engineering.  Appendix  T  describes  the  use  of  job 
engineering  to  make  local  staffing  and  recruitment  easier  by 
reducing  vacancies  to  more  readily  available  skill  levels. 

10.  Potential  Hindrances  to  Recruitment.  Appendix  U  discusses 

potential  hindrances  to  civilian  recruitment  and  actions 
that  can  mitigate  the  effects  of  these  problems. 

D.  CONTRACTING 

Contracting  is  one  of  the  ways  of  meeting  workload  requirements 
during  mobilization.  Generally,  mobilization  manpower  requirements 
are  designated  as  non-military  unless  military  incumbency  is  required 
by  law,  security,  discipline,  rotation,  or  mission  performance.  Using 
contractor  personnel  should  be  considered  if  it  would  be  more 
practical  or  effective  than  recruiting  civilian  employees  to  fill 
positions  in  light  of  the  projected  labor  market.  Planning  for 
contractor  services  should  include  considering  expansion  of  current 
contracts  or  securing  new  contracts  upon  mobilization  or  an  emergency. 
While  the  capacity  of  each  local  market  varies,  a  current  contractor, 
whose  performance  is  known,  may  offer  greater  assurance  of  adequate 
performance  during  an  emergency  than  would  a  new  contractor.  Careful 
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research  and  coordination  can  help  to  ensure  that  the  required  support 
will  be  provided  when  needed.  The  key  to  planning  mobilization 
contracting  is  the  ability  of  functional  managers  to  anticipate  and 
identify  specific  requirements.  Planning  actions  by  f  r.:tional 
managers  and  contracting  officers  could  include  the  folio  'ing: 

1.  Functional  Managers: 

a.  Review  current  requirements  and/or  contracts  to 

determine  if  war  clauses  and  contingency  options  apply. 
Then,  review  with  manpower  officials  to  determine  the 

reduction  or  expansion  required  upon  mobilization  for 

each  requirement/contract. 

b.  Provide  the  contracting  officer  with  performance  work 

statements  for  services  and  supplies  needed  during  a 

mobilization. 

c.  Designate  priorities  of  mobilization  requirements  to 

assist  in  planning  and  expediting  contracting  actions. 

d.  Plan  for  alternative  means  of  meeting  critical 
requirements  in  case  of  contractor  default. 

2.  Contracting  Officers: 

a.  Maintain  a  current  file  of  performance  work  statements 
for  services  and  supplies  needed  during  motrilization. 

b.  Assist  in  the  selection  of  contingency  contractors 
capable  of  delivering  specific  products  and  services, 
exchange  information  with  other  DoD  installations  in 
the  local  market  on  contractors  used  or  planned  to  be 
used. 

c.  Maintain  a  current  list  of  suppliers  able  to  meet 
requirements  for  needed  products  and  services. 

d.  Include,  where  mobilization  requirements  are  firm  for 
existing  contracts,  contingency  option  clauses  to  use 
when  the  emergency  occurs  (such  options  do  not  obligate 
funds  until  they  are  exercised). 

e.  Use  multiple  options  to  peacetime  contracts  in  that 
function  when  mobilization  requirements  for  services 
normally  contracted  in  peacetime  cannot  be  qualified. 

f.  Make  plans  to  ensure  that  necessary  contracting 
capabilities  will  be  available  during  mobilization. 

Appendix  V  discusses  in  greater  detail  the  use  of  contracting  for 
mobilization  requirements. 
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CHAPTER  7 


CONCLUDING  OBSERVATIONS 


Mobilization  planning  is  a  complex  process  that  requires 
coordination  among  many  levels  of  the  defense  establishment  and  other 
government  agencies.  Much  of  the  execution  of  mobilization  takes 
place  at  the  installation  level,  where  personnel  are  assembled  to  gain 
equipment  and  training  and  to  move  to  ports  of  embarkation  or  directly 
to  units.  Many  installations  must  surge  maintenance  and  supplies  to 
equip  units  and  sustain  combat  operations.  Therefore,  it  is  critical 
that  mobilization  plans  be  complete,  current,  and  continuously 
evaluated  through  exercises. 

Each  of  the  Military  Departments  and  DoD  has  published  detailed 
guidance  and  regulations  on  mobilization  planning.  This  Handbook  is 
supplemental  and  covers  the  common  ground  applicable  to  all  SErvices 
and  the  DoD  civilian  work  force.  It  applies  specifically  to  the 
manpower  and  personnel  aspects  of  mobilization  planning.  Manpower 
resources  are  important  to  effective  mobilization  but  all  aspects  of 
the  plan  must  be  covered  and  carefully  reviewed. 

This  Handbook  is  intended  to  provide  guidelines  for  manpower  and 
personnel  mobilization  planners  at  DoD  installations.  It  is  hoped 
that  readers  will  find  it  a  useful  addition  to  the  growing  literature 
on  mobilization  planning.  Comments  and  suggestions  for  improvements 
are  welcome  and  should  be  sent  to  the  OSD  project  office  listed  in  the 
Foreword . 
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APPENDIX  A 


ACRONYMS  AND  ABBREVIATIONS 


CPO 

- 

Civilian  Personnel  Officer  or  Civilian 

Personnel  Office 

CONUS 

- 

Continental  United  States  (United 
between  Canada  and  Mexico) 

Stnte.  territory 

CRAF 

- 

Civil  Reserve  Air  Fleet 

DoC 

- 

Department  of  Commerce 

DoD 

- 

Department  of  Defense 

DoL 

- 

Department  of  Labor 

DoT 

- 

Department  of  Transportation 

FEMA 

- 

Federal  Emergency  Management  Agency 

FPM 

- 

Federal  Personnel  Manual 

IMA 

- 

Individual  Mobilization  Augmentee 

ING 

- 

Inactive  National  Guard 

IRR 

- 

Individual  Ready  Reserve 

JCS 

- 

Joint  Chiefs  of  Staff 

JSCP 

- 

Joint  Strategic  Capabilities  Plan 

JOPES 

- 

Joint  Operation  Planning  and  Execution 

System 

JOPS 

- 

Joint  Operation  Planning  System 

M-Day 

- 

Mobilization  Day 

MMP 

- 

Master  Mobilization  Plan  (issued  by  DoD) 

OJCS 

- 

Office  of  the  Joint  Chiefs  of  Staff 

OPM 

- 

Office  of  Personnel  Management 

OP  LAN 

- 

Operation  Plan 

OSD 

- 

Office  of  the  Secretary  of  Defense 

TPFDL 

- 

Time-phased  Force  Deployment  List 

USES 

- 

United  States  Employment  Service  (DOL) 
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APPENDIX  B 

• 

DEFINITIONS 

Cross-leveling 

A  decentralized  Army  mobilization  personnel 
management  system  that  provi'  »s  for  the 
assignment  or  transfer  of  military  personnel 
within  a  major  command  at  an  installation  at 
unit  or  installation  direction. 

Cross-training 

Training  designed  to  qualify  a  person  in  a 
new  or  additional  skill  to  increase  assign¬ 
ment  flexibility. 

Detailing 

Using  available  people  to  perform  duties  not 
necessarily  related  to  their  assigned  skill 
specialty  to  meet  temporary  or  emergency 
needs . 

Dictionary  of 
Occupational  Titles 
(DOT) 

Listing  of  occupational  titles,  codes,  and 
descriptions  issued  by  the  Department  of 

Labor.  Local  U.S.  Employment  Offices  use  the 

DOT  to  match  candidates  with  positions  when 
filling  job  orders  for  civilian  labor. 

• 

DoD  Civilian  Work  Force 

All  DoD  civilian  employees  including:  mili¬ 
tary  or  civilian  functions;  directly  or 
indirectly  hired;  U.S.  citizen  or  foreign 
national;  paid  from  appropriated  or  non- 
appropriated  funds;  under  permanent  or 
temporary  appointment;  and,  in  full-time, 
part-time,  intermittent  or  on-call  positions. 

Government  contractor  employees  are 
specifically  excluded. 

DoD  Installation 

Any  post,  camp,  station,  depot,  base,  labora¬ 
tory,  or  similar  activity  of  a  DoD  component 
that  employs  members  of  the  DoD  civilian  work 
force  in  peacetime  or  will  employ  them  in  the 
event  of  mobilization. 

Emergency-Essential 

Employee 

A  DoD  civilian  employee  occupying  an 

emergency-essential  position. 

Emergency-Essential 

Position 

Any  DoD  civilian  position  located  or  that 
would  be  transferred  overseas  which  is 
considered  essential  to  the  support  of 
mission  requirements  and  cannot  be  vacant 
without  adverse  effect  on  the  combat  mission 
of  deployed  forces. 

• 
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Filler  Personnel 


Functional  Manager 


Individual  Mobilization 
Augmentees  (IMA) 


Individual  Ready 
Reservist  (IRR) 

In-Service  Civilian 
Employees 


Job  Engineering 


Key  Employee 
Key  Position 


One  of  a  number  of  individuals,  officer  or 
enlisted,  required  to  bring  a  unit,  organiza¬ 
tion,  or  approved  allotment  to  authorized 
strength. 

Manager  of  a  particular  function,  such  as 
maintenance  or  security.  In  mobilization 
planning,  the  functional  manager  issues 
guidance  on  the  concept  of  operations  and 
assists  manpower  and  personnel  planners  by 
specifying  workload  requirements,  setting 
manning  priorities  and  time-phasing,  and 
planning  personnel  realignment  actions. 

Pretrained  individual  reservists  who  are 
preassigned  to  an  active  unit  to  which  they 
will  report  on  mobilization.  IMAs  are  part 
of  the  Selected  Reserve. 

A  member  of  the  Ready  Reserve  not  assigned  to 
the  Selected  Reserve  and  not  on  active  duty. 

Direct-hire  federal  employees.  The  term  is 
sometimes  used  to  identify  how  function  is 
to  be  performed;  for  example,  by  use  of  "in- 
service"  as  opposed  to  contracting  to  perform 
a  particular  function. 

Restructuring  the  work  processes  of  a  parti¬ 
cular  position  to  meet  the  needs  of  the 
functional  manager.  In  mobilization 
planning,  job  engineering  can  be  used  to 
simplify  or  break  down  the  elements  of  a  job 
into  more  readily  obtainable  skill  levels, 
thereby  making  recruitment  and  training  of 
workers  easier. 

A  DoD  civilian  employee  occupying  a  key 
position,  and  for  whom  no  substitute  exists. 

A  designated  civilian  position  that  cannot  be 
vacant  during  a  national  emergency  or  mobili¬ 
zation  without  seriously  impairing  the 
effective  functioning  of  the  employing  organ¬ 
ization. 
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Local  Employment  Office  The  local  office  of  a  state  employment 

agency.  These  offices  are  operated  by  the 
state  government  with  Federal  support  and  are 
frequently  referred  to  as  Job  Service 
offices.  These  offices  handle  job  - ’.Lt.nents 
throughout  each  state. 

Manpower  Requirements  Human  resources  ne  lei  to  accomplish 

specified  workloads  of  organizations. 

Manpower  Resources  Human  resources  available  to  the  Services 

which  can  be  applied  against  manpower 

requirements . 

Mobilization  1.  The  act  of  preparing  for  war  or  other 

emergencies  through  assembling  and 

organizing  national  resources. 

2.  The  process  by  which  the  Armed  Forces  or 
part  of  them  are  brought  to  a  state  of 
readiness  for  war  or  other  national 
emergency.  This  includes  activating  all 
or  part  of  the  Reserve  Components  as 
well  as  assembling  and  organizing 
personnel,  supplies,  and  materiel. 

Expansion  of  the  active  Armed  Forces 

resulting  from  action  by  Congress  and/or  the 
President  to  mobilize  Reserve  Component 
units,  Individual  Ready  Reservists,  and  the 
resources  needed  for  their  support  to  meet 
the  requirements  of  a  domestic  emergency  that 
is  not  due  to  an  enemy  attack. 

Expansion  of  the  active  Armed  Forces 
resulting  from  action  by  Congress  (up  to  full 
mobilization)  or  by  the  President  (not  more 
than  1,000,000)  to  mobilize  Ready  Reserve 

Component  units,  individual  reservists,  and 
the  resources  needed  for  their  support  to 
meet  the  requirements  of  war  or  other 
national  emergency  involving  an  external 

threat  to  the  national  security. 

Expansion  of  the  active  Armed  Forces 
resulting  from  action  by  Congress  and  the 
President  to  mobilize  all  Reserve  Component 
units  in  the  existing  force  structure,  all 


c.  full 

mobilization 


b.  partial 

mobilization 


a.  selective 

mobilization 
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d.  total 

mob: lization 


Operation  Plan  (OPLAN) 


Personnel 
Ready  Reserve 


Recruiting  Area 


individual  reservists,  retired  military 
personnel,  and  the  resources  needed  for  their 
support  to  meet  the  requirements  of  a  war  or 
other  national  emergency  involving  an 
external  threat  to  the  national  security. 

Expansion  of  the  active  Armed  Forces 
resulting  from  action  by  Congress  and  the 
President  to  organize  and/or  generate 
additional  units  or  personnel,  beyond  the 
existing  force  structure,  and  the  resources 
needed  for  their  support  to  meet  the  total 
requirement  of  a  war  other  national  emergency 
involving  an  external  threat  to  the  national 
security. 

1.  A  plan  for  a  single  or  series  of 
connected  operations  to  be  carried  out 
simultaneously  or  in  succession.  It  is 
usually  based  upon  stated  assumptions 
and  is  in  the  form  of  directive  employed 
by  higher  authority  to  permit  sub¬ 
ordinate  commanders  to  prepare 
supporting  plans  and  orders. 

2.  The  designation  "plan"  is  usually  used 

instead  of  "order"  in  preparing  for 
operations  well  in  advance.  An 

operation  plan  may  be  put  into  effect  at 
prescribed  time,  or  on  signal,  and  then 
becomes  the  operation  order. 

People  used  to  fill  manpower  positions. 

Units  or  individual  reservists  liable  for 
immediate  involuntary  recall  to  active  duty 
either  by  the  President  (with  or  without 
declaration  of  a  state  or  national  emergency) 
or  by  the  President  and  Congress  (if  Congress 
declares  a  state  of  war  or  national 
emergency).  The  Ready  Reserve  includes 

Selected  Reserve  Units,  Individual  Mobiliza¬ 
tion  Augraentees,  and  the  Individual  Ready 
Reservists. 

The  geographic  area  from  which  a  local 
installation  normally  recruits  employees. 
Local  geography,  traffic,  and  other 
conditions  as  well  as  distance  normally 
determine  the  recruiting  area  of  an  instal¬ 
lation. 
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Recruiting  Area 
Staffing  Committee 


Refresher  Training 


Replacements 


Reserve  Components 

Re  training 

Selected  Reserve 

Standby  Reserve 


Sustaining  Force 


Time-phased  Force 
Deployment  List 


A  group  composed  of  one  voting  representative 
from  each  DoD-servic ing  Civilian  Personnel 
Office  in  a  United  States  local  recruiting 
area  where  two  or  more  DoD  installations 
compete  for  resources. 

Training  designed  to  bring  a  person's 
qualifications  up  to  .  ace  in  a  previously 
assigned  skill. 

Personnel  required  to  take  the  place  of 
others  who  depart  a  unit. 

The  Army  National  Guard  of  the  United  States, 
the  Army  Reserve,  the  Naval  Reserve,  the 
Marine  Corps  Reserve,  the  Air  National  Guard 
of  the  United  States,  the  Air  Force  Reserve, 
and  the  Coast  Guard  Reserve.  In  each  Reserve 
Component  there  are  three  reserve  categories, 
namely:  a  Ready  Reserve,  a  Standby  Reserve, 

and  a  Retired  Reserve.  Each  reservist  shall 
be  placed  in  one  of  these  categories. 

Training  designed  to  qualify  a  person  in  a 
skill  not  previously  assigned. 

The  portion  of  the  Ready  Reserve  consisting 
of  units  and  individual  reservists  required 
to  participate  in  inactive  duty  training 
periods  and  annual  training,  both  of  which 
are  in  a  pay  status.  The  Selected  Reserve 
also  includes  persons  performing  initial 
active  duty  for  training. 

Those  units  and  members  of  the  Reserve 
Components  (other  than  those  in  the  Ready 
Reserve  or  Retired  Reserve)  who  are  liable 
for  active  duty  only  as  provided  in  10  USC 
273,  672  and  674. 

The  manpower  or  personnel  needed  to  provide 
continuing  support  of  combat  forces.  It 
includes  the  manpower  associated  with 
logistics,  production,  training,  and  all 
other  support  functions  needed  to  support 
deployed  and  employed  forces  at  wartime 
levels  of  activity.  Sometimes  called 

continuing  or  residual  force. 

Information  concerning  units  that  deploy  in 
support  of  an  operation  plan,  including  unit 
type,  time-phasing,  and  destination  data, 
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prepared  in  accordance  with  the  JCS  Joint 
Operation  Planning  System. 
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APPENDIX  C 


Powers  Available  that 
US  Code 

10  U.S.C.  672b 

10  U.S.C.  688 

10  U.S.C.  712(a) 

(1),  (2) 

10  U.S.C.  2602(a) 

10  U.S.C.  2604(a) 

14  U.S.C.  3 

50  App  U.S.C.  468 

50  App  U.S.C 
2091-2094, 

2166  (a),  (b) 


Source:  DoD  Master  M 

This  list  of 


LEGAL  AUTHORITIES1 

Do  Not  Require  a  Formal  Declaration  of 
_ Description _ 


Order  to  active  duty  of  200,000 
Selected  Reservists  for  90  days 


Order  to  active  duty  of  Retired 
Regulars,  Reservists  with  20  years 
active  service,  Fleet  Reservists 
and  Fleet  Marine  Corps  Reservists 

Detail  of  members  of  armed  forces 
to  assist,  in  military  matters, 
other  designated  countries  in  the 
western  hemisphere. 

Acceptance  of  American  Red  Cross 
cooperation  and  assistance 

Provide  facilities  and  services  to 
United  Seaman1 3  Service  in  foreign 
areas 


Coast  Guard  to  operate  as  a  service 
of  the  Navy 

Place  mandatory  orders  for  prompt 
delivery  of  material  or  articles  for 
use  by  armed  forces 


Expansion  of  productive  capacity  and 
supply 


bilization  Plan 

authorities  is  not  all-inclusive. 


C-l 


Mat : .  1  Emergency 

When  Applicable 

Determination 
of  operational 
need  by 
Pres ident 

In  the  interest 
of  national 
defense 

Pres ident 
considers  in 
the  public 
interest 

President  finds 
it  necessary 

President  finds 
it  in  the  best 
interest  of 
U.S. 

commi tments 
overseas 

Presidential 

directive 

Presidential 
determination 
in  the  interest 
of  national 
security 

Presidential 
determinat ion 
in  interest  of 
national 
defense 


Additional  Powers  Available  Under  a  Presidential  Declaration  of  National 
Emergency 


U. S .  Code 


Description 


10  U.S.C.  526 

10  U.S.C.  673 

10  U.S.C.  673c 

10  U.S.C.  679(d) 


Suspend  authorized  strength  limitations  on  commissioned 
officers  on  active  duty  in  event  of  declared  national 
emergency  or  war 

Order  up  to  one  million  members  of  the  Ready  Reserve  to 
active  duty  for  not  more  than  24  months 

Suspend  promotion,  retirement  or  separation  of  any 
member  of  armed  forces  deemed  essential  to  national 
security  by  the  President 

Extension  of  Reserve  active  duty  agreement  without 
consent  of  reservist 


10  U.S.C.  712(a)(3)  Detail  of  members  of  the  armed  forces  to  assist,  in 

military  matters,  any  country  deemed  advisable  in  the 
interest  of  national  defense 


10  U.S.C.  2304(c) 
(2),  (7) 


Use  of  other  than  competitive  procedures  limiting 
sources  in  solicitation  of  bids  and  proposals 


10  U.S.C.  7224 


Gives  Sec  Navy  authority  to  designate  persons  to  be 
carried  on  naval  vessels  at  government  expense 


10  U.S.C.  644 


Suspend  promotion,  retirement  or  separation  of 
commissioned  officers 


14  U.S.C  331 

14  U.S.C.  359 

14  U.S.C.  367(3) 

42  U.S.C.  217 

46  U.S.C.  835 
46  U.S.C.  1242(a) 

50  U.S.C.  196-198 


Order  to  active  duty  of  retired  Regular  Coast  Guard 
Officers  in  time  of  war  or  national  emergency 

Order  to  active  duty  of  retired  Coast  Guard  enlisted 
members 

Extension  of  Coast  Guard  enlistments  until  six  months 
after  end  of  national  emergency 

Use  of  Public  Health  Service  Commissioned  Corps  as  a 
branch  of  the  land  or  naval  forces 

Restrictions  on  the  transfer  of  shipping  facilities 

Authority  to  requisition  or  purchase,  or  to  charter  or 
requisition  the  use  thereof,  ships  owned  by  US  citizens 

Authority  to  purchase,  seize,  acquire,  requisition  or 
charter  non-US-owned  vessels  lying  idle  in  US  waters 
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50  U.S.C.  1431-1435 


Exemption  of  national  defense  contracts  from  certain 
statutory  limitations 


50  U.S.C.  1511-1516  Suspension  of  restrictions  on  chemicil  and  biological 

agents 


50  App  U.S.C.  1774(a) 


Use  of  ships  in  the  national  defense  reserve  fleet 


Powers  Gained  by  Congressional  Declaration  of  Emergency  and  not  Available  by 
Presidential  Declaration 


U.S.  Code 
10  U.S.C.  511(a) 

10  U.S.C.  511(c) 

13  U.S.C.  519 

10  U.S.C.  672(a) 

10  U.S.C.  674 

10  U.S.C.  675 

32  U.S.C.  302(c) 


_ Description _ 

Extension  of  terms  of  enlistment  in  reserve  components 
until  six  months  after  end  of  war  or  national  emergency 

Extension  of  terra  of  service  for  an  enlisted  member 

transferred  to  a  reserve  component  until  six  months 
after  end  of  war  or  national  emergency 

Temporary  enlistments  in  an  armed  force  after  the 
declaration  will  be  for  the  duration  of  the  emergency 
plus  six  months 

Authority  to  order  any  member  of  unit  of  a  reserve 

component  to  active  duty  for  the  duration  plus  6  months 

Authority  to  order  members  and  units  of  the  Standby 

Reserve  to  active  duty 

Authority  to  order  a  qualified  member  of  the  Retired 

Reserve  to  active  duty 

Extension  of  National  Guard  enlistments  for  the 
duration  plus  6  months 
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APPENDIX  D 


MOBILIZATION  REFERENCES  PERTAINING  TO  MANPOWER  AND  PERSONNEL 


Department  of  Defense 


DoD  3020. 36-P,  "Master  Mobilization  Plan,"  May  1938 

DoD  Directive  1100.4,  "Guidance  for  Manpower  Programs,"  Aug.  20, 
1954 


DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 

DoD 


Directive  1100.6,  "National  Defense  Executive  Reserve," 
Dec.  7,  1983 

Directive  1100.13,  "Wartime  Manpower  Mobilization  Planning," 
Jan.  31,  1986 


Handbook  1100. 18-H,  "Mobilization  Handbook  for  Installation 
Manpower  Planners,"  Oct.  1986  (superseded) 

Instruction  1100.19,  "Wartime  Manpower  Planning  Policies  and 
Procedures,"  Feb.  20,  1986 

Directive  1130.2,  "Management  and  Control  of  Engineering  and 
Technical  Services,"  Jan.  26,  1983 

Directive  1145.1,  "Qualitative  Distribution  of  Military 
Manpower,"  Jan.  22,  1986 

Directive  1200.7,  "Screening  the  Ready  Reserve,"  Apr.  6,  1984 

Directive  1235.9,  "Management  and  Mobilization  of  the  Standby 
Reserve,"  Aug.  23,  1973 

Directive  1235.10,  "Mobilization  of  the  Ready  Reserve," 
Oct.  27,  1970 

Directive  1352.1,  "Management  and  Mobilization  of  Regular  and 
Reserve  Retired  Military  Members,"  Feb.  27,  1984 

Directive  1400.16,  "Inter.lepartment.il  Civilian  Personnel 
Administ r at  ion  Support,"  Oct.  JO,  19  70 


Directive  1400.20,  "DoD  Program  for  Stability  of  Civilian 
Employment,"  Jun.  16,  1981 

Directive  1400.31,  "Mobilization  Management  of  the  DoD 
Civilian  Work  Force,"  Sep.  9,  1986 
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DoD  Instruction  1400.32,  "Mobilization  Preparedness  Planning  for 
the  DoD  U.S.  Civilian  Work  Force,"  Jan.  15,  1937 

DoD  Directive  1401.1,  "Personnel  Policy  for  Nonappropr iated  Fund 
Instrumentalities  (NAFIs),"  Nov.  5,  1935 

DoD  Directive  1404.10,  "Retention  of  Emergency-Essential  (E-E) 
DoD  Civilian  Employees  Overseas,"  May  31,  1985 

DoD  Directive  4100.15,  "Commercial  Activities  Program,"  Aug.  12, 
1985 

DoD  Directive  4100.33,  "Operation  of  Commercial  Activities, 
Sep.  9,  1985 

DoD  Directive  4151.1,  "Use  of  Contractor  and  DoD  Resources  for 
Maintenance  of  Materiel,"  Jul.  15,  1932 

DoD  Directive  4151.16,  "DoD  Equipment  Maintenance  Program," 
Aug.  23,  1984 

Digest  of  War  and  Emergency  Legislation  Affecting  the  Department 
of  Defense,"  (Air  Force  compiles  for  DoD),  Jul.  12,  1985 


Joint  Chiefs  of  Staff 

Joint  Strategic  Capabilities  Plan  (JSCP),  Volumes  I  and  II  with 
Annexes  (issued  biannualiy) 

JCS  Publication  21,  "Mobilization  Planning,"  2  May  1983 


The  Array  Mobilization  Plan 
Army  Stationing  and  Installation  Plan 
Mobilization  Troop  Basis  Stationing  Plan 
Nondeployment  Mobilization  Troop  Basis 

Training  Base  Expansion  Plan  (TRADOC  Mobilization  &  Operations 
Planning  System,  Vol.  Ill) 

AR  5~20,  "Commercial  Activities  Program,"  1  Feb  1985 

AR  135-200,  "Active  Duty  for  Training  and  Annual  Training  of 
Individual  Members,"  1  August  1985 
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AR  135-210,  "Order  to  Active  Duty  as  Individuals  During 
Peacetime,  National  Emergency,  or  Time  of  War,"  1  July  1982 

AR  140-145,  "Individual  Mobilization  Augmentee  (IMA)  Program," 
15  July  1983 

AR  220-1,  "Unit  Status  Reporting,"  1  June  1981 

AR  220-10,  "Preparation  for  Overseas  Movement  of  Units  (POM)," 
15  June  1973 

AR  310-49,  "The  Army  Authorization  Documents  System  (TAADS)," 
15  December  1980 

AR  500-5,  "The  Army  Mobilization  and  Operations  Planning  System 
(AMOPS),"  1  August  1981 

AR  570-4,  "Manpower  Management,"  15  September  1982 

AR  601-10,  "Mobilization  of  Retired  Members  of  the  Army," 
1  December  1983 

AR  612-2,  "Preparation  of  Replacements  for  Overseas  Movement 
(POR),"  1  November  1983 

AR  690-8,  "Identification  and  Reporting  of  Key  Federal 
Employees,"  22  December  1977 

AR  690-11,  "Mobilization  Planning  and  Management,"  1  August  1984 

DA  Pamphlet  360-525,  "Family  Assistance  Handbook  for 
Mobilization,"  15  January  1984 

DA  Pamphlet  600-8-3,  "SIB  Level  Procedures,  Organization,  and 
Operation  (Appendix  L-SIDPERS  Mobilization  Guide)," 
15  January  1982 

DA  Pamphlet  601-5-9,  "Mobilization  Cross  Leveling  (MCL)  Users 
Manual,"  1  May  1984 

DA  Pamphlet  690-36,  "A  Civilian  Personnel  Office  Guide  to  the 
Commercial  Activities  Program,"  15  October  1983 

DA  Pamphlet  690-50,  "Orientation  for  Military  Supervisory 

Personnel  on  Civilian  Manpower  Management  Under  Mobilization 
Conditions,"  11  October  1968 

U.S.  Army  Mobilization  and  Deployment  Handbook 

U.G.  Army  Military  Personnel  Center  Personnel  Manager's 

Mobilization  Handbook 
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U.S.  Army  Mobilization  Personnel  Processing  System  Handbook 


SECNAVINST  12910. IB,  26  November  1984,  "Civilian  Work  Force 
Mobilization  Planning  and  Management" 

OP NAVI NS T  1000. 16E,  2  March  1981,  "Manual  of  Navy  Total  Force 
Manpower  Policies  and  Procedures" 

OPNAVINST  S3061.1B,  1  October  1984,  "Navy  Capabilities  and 

Mobilization  Plan  (NCMP)" 

OPNAVINST  4860. 7B,  18  March  1986,  "Navy  Commercial  Activities 

Program" 

Logistics  and  Support  Mobilization  Plans  (LSMP) 

Navy  Manpower  Data  Accounting  System  (NMDAS) 

Navy  Manpower  Mobilization  System  (NAMMOS)  Users  Manual  (Undated) 
Air  Force 

USAF  War  and  Mobilization  Plan  (WMP) 

USAFR  War  and  Mobilization  Plan 

USAF  Mobility  Plan 

USAF  Theater/CONUS  Base  Use  Plan 

USAF  Headquarters/Command/Base  Manpower  Data  Systems 
( HAFMDS / CMDS /BMDS ) 

AFR  25-5,  "Air  Force  Management  Engineering  Program  (MEP) 
(Policy,  Respons abilities,  and  Requirements),"  1  April  1982 

AFR  26-1,  "Manpower  Policies  and  Procedures,"  Volume  I, 
"Comparative  Costs  Analysis,"  dated  2  October  1981 

AFR  26-1,  "Manpower  Policies  and  Procedures,"  Volume  IV,  "Wartime 
Manpower  Planning  and  Programming,"  6  October  1983 

AFR  28-3,  "USAF  Operation  Planning  Process,"  18  February  1982 

AFR  28-4,  "USAF  Mobility  Planning,"  16  November  1978 

AFR  28-5,  "USAF  Mobilization  Planning,"  29  May  1980 
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AFR  28-130,  "War  Planning,  Functional  User  Support  Manual  for  the 
Contingency  Operation/Mobility  Planning  and  Execution  System 
(COMPES)  Base  Level  Personnel  (MANPER-B  Module)," 

1  October  1981 

AFR  28-626,  "Functional  User  Support  Manual  for  the  C^..uiugency 
Operation/Mobility  Planning  and  Execution  ?y  tem  (COMPES) 
Major  Command  Level  Personnel  (MANPER-M  Module)," 

30  September  1980 

AFR  35-20,  "Personnel  Support  for  Contingency  Operations 

(PERSCO),"  30  December  1984 

AFR  40-910,  "Civilian  Personnel  Emergency-Essential  (E-E) 

Program,"  27  September  1982 

AFR  55-15,  "Unit  Combat  Readiness  Reporting  (C-Ratings) , " 
22  November  1982 

AFR  70-7,  "Contingency  Contracting  Support  Program,"  2  July  1982 

AFR  75-8,  "Movement  of  Personnel,"  Vol.  I,  22  March  1979, 
Vol.  II,  10  March  1982 


Marine  Corps 

Marine  Corps  Mobilization  Management  Plan  (MPLAN)  (Annex-Manpower 
Plan),  May  17,  1984  (under  revision) 

Marine  Corps  Capabilities  Plan  (MCP)  October  1  ,  1985  (unde.: 

revision) 

Marine  Corps  Mid-Range  Objectives  Plan  (MMROP)  March,  1984  (under 
rewrite) 

Joint  Depot  Maintenance  Analysis  Group,  Program  Objectives 
Summary,  Vol.  I  and  Vol.  II,  January  31,  1986 

Marine  Corps  Order  P4400.39E,  "War  Reserve  Policy  Manual," 
29  January  1984 

Marine  Corps  Order  4860. 3C,  "Operation  of  Commercial  Activities," 
September  27,  1982 

Marine  Corps  Order  5311.1,  "Table  of  Organization  Management 
Procedures,"  July  13,  1982  (under  revision) 
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Federal  Personnel  Manual  (FPM),  Chapter  230,  Sub-Chapter  4, 
"Agency  Authority  to  Take  Personnel  Actions  in  a  National 
Emergency,"  January  31,  1972 

Federal  Personnel  Manual,  Chapter  910,  "Mobilization  Readiness," 
December  6,  1982 

Federal  Personnel  Manual  Supplement  532-2,  "Federal  Wage  System 
for  Non-Appropriated  Fund  Employees,"  1981 

Federal  Personnel  Manual,  Supplement  910-1,  "National  Emergency 
Readiness  of  Federal  Personnel  Management,"  August  30,  1982 

Federal  Personnel  Manual,  Supplement  990-3,  "National  Emergency 
Standby  Regulations  (Personnel  and  Manpower),"  December  30, 
1971 


EXAMPLES  OF  MOBILIZATION  MANPOWER  PLANNING  ASSUMPTIONS 
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EXAMPLES  OF  MOBILIZATION  MANPOWER  PLANNING  ASSUMPTIONS  (Continued) 
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Based  on  DoD  Instruction  1100  19,  Wcirtimo  Manpower  PLinniny  Pollans  cind  Pioceduros * 


APPENDIX  [ 

bXAMPLPS  Of:  MOBII  IZATION  MANPOWCH  PLANNING  ASSUMPTIONS1  (Conlinued) 
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Based  on  DoD  Instruction  1 100  19  W  jr Manpower  Planning  Polian s  and  Procedures" 


EXAMPLES  OF  MOBILIZATION  MANPOWER  PLANNING  ASSUMPTIONS  (Continued) 


Bas*>d  on  DoD  Instruction  t  100  19.  Wailimn  Mm  power  Planning  Hohuns  and  PiocnJtmn 
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MOBILIZATION  MANPOWER  PLANNING  GO  I DANCE1 

A.  MILITARY  MANPOWER  DEMAND  DETERMINATION 

1.  Force  structure  manpower  demand  cakv'  itions  shall  include 

the  following: 

a.  Reserve  component  units  mobilized  on  M-Day  or,  when 

appropriate,  the  day  on  which  a  deployment  or 

contingency  operation  commences. 

b.  Active  and  reserve  component  units  raised  to  war- 

required  manning  levels  in  a  time-phased,  incremental 
manner,  consistent  with  the  scheduled  deployment  or 

CONUS  employment  date  and  projected  time-phased  work 
load . 

c.  Unmanned  units  activated  and  raised  to  war-required 

manning  levels  in  a  time-phased,  incremental  manner, 
consistent  with  scheduled  deployment  or  CONUS 

employment  date  and  projected  time-phased  work  load. 
Unmanned  units  shall  be  included  in  the  force  structure 
only  if  equipment  for  these  units  is  on  hand;  these 
units  can  be  equipped  with  commercially  available,  off- 
the-shelf  items  before  scheduled  deployment  and 
employment  or,  if  appropriate  procurement  of  equipment 
for  these  units  has  been  programmed. 

d.  Scheduled  deployment  or  CONUS  employment  dates  of  units 
consistent  with  programmed  or,  when  appropriate,  actual 
lift  capability  and  equipment  prepositioning. 

e.  Force  structure  manning  reduced  to  reflect: 

(1)  Losses  of  major  combat  equipment  for  which  war 
reserve  stocks  are  not  available,  such  as  ships, 
aircraft,  or  armored  vehicles. 

(2)  Periods  of  extended  equipment  nonavailability, 
such  as  3hip  battle-damage  repair. 


^ased  on  DoD  Instruction  1100.19,  "Wartime  Manpower  Planning  Policies 
and  Procedures."  See  this  DoDI  for  complete  guidance  including 
overseas  and  medical  considerations. 
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(3)  Units  whose  sole  wartime  mission  is  mobilization 
and  deployment,  inactivated  when  that  mission  is 
completed. 

(4)  Immediate  inactivation  of  units  with  no  wartime 
mission  after  M-Day. 

(5)  Work  load  projected  to  diminish  at  any  point  after 
mobi 1 izat ion. 

f.  Projected  work  load  and  manpower  demands  for  force 

units  that  reflect: 

(1)  Wartime  activity-level  assumptions  consistent  with 

the  programmed  or  actual  availability  of 

equipment,  spares,  and  munitions  inventories  in 
the  theater  of  operation. 

(2)  Nonrep  laceab le  losses  of  major  combat  equipment. 

(3)  Immediate  termination  or  deferral  of  all 

activities  not  considered  essential  to  the  war 

effort  by  the  Military  Services. 

(4)  Reliance  on  host  nation  support  as  prudently 
feasible. 

(5)  Reliance  on  prearranged  contractor  services  as 
feasible. 

(6)  Continuation  of  services  provided  overseas  by  DoD 

contractors  and  civilian  employees  occupying 

emergency-essential  positions. 

g.  Projected  work  load  and  manpower  demands  for  training 

units  shall  reflect: 

(1)  Training  rates  consistent  with  the  programmed  or 

actual  time-phased  force  structure  manpower 

demand . 

(2)  Immediate  cessation  of  training  providing  only  a 
marginal  contribution  to  combat  capabi  lity  or 
force  sustainment. 

(3)  Required  initial  training,  refresher  training,  and 
retraining  up  to  seven  days  a  week. 

(4)  Programmed  or  actual  training  base  capacities. 


h.  Force  structure  manning  demand  shall  be  consistent  with 
the  leave  and  work-week  planning  assumptions  in 
Appendix  E. 

i.  Force  structure  demand  shall  be  des  igr.<.  rcu  either 

military  or  civilian  according  tc  he  following 

personnel  utilization  criteria: 

(1)  All  wartime  jobs  in  the  theater  of  operation  shall 

be  designated  as  military  jobs  with  specific 

exceptions. 

(2)  Upon  mobilization,  all  support  establishment 

positions  in  the  United  States,  its  territories 
an'-’  possessions,  shall  be  designated  as  civilian 
unless : 

(a)  Military  incumbency  is  required  by  law. 

(b)  Possessing  military-unique  skills  or 

experience  is  essential  for  successful 

performance  of  assigned  support  duties. 

(c)  Military  authority  or  discipline  is  required. 

(d)  No  qualified  civilians  are  available. 

B.  CIVILIAN  MANPOWER  DEMAND  DETERMINATION 

1.  Projected  work  load  and  civilian  manpower  demands  shall 

reflect : 

a.  The  immediate  activation  of  activities  that  have 

wartime  missions. 

b.  The  inactivation  of  support  activities  whose  mission  is 
completed  once  military  forces  are  mobilized  or 
deployed. 

c.  The  immediate  inactivation  of  activities  with  no 

wartime  mission. 

d.  Wartime  activity  level  assumptions  consistent  with  the 
programmed  equipment,  spares,  and  munitions 
inventor  ie  s . 

e.  Immediate  termination  or  deferral  of  all  activities  not 
considered  essential  to  the  war  effort  by  the  Military 
Services . 
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f.  Reliance  on  prearranged  contractor  services  as 
feasible. 

g.  Training  rates  for  military  personnel  consistent  with 
the  programmed  or  actual  time-phased  force  structure 
manpower  demand  and  training  base  capacities. 

h.  Leave  and  work-week  planning  assumptions  in  Appendix  E. 

i.  Designation  of  positions  as  military  or  civilian 
according  to  the  personnel  utilization  criteria 
contained  in  subparagraphs  A.l.i.  (1)  and  (2),  above. 


C.  MILITARY  MANPOWER  SUPPLY  PLANNING 

1.  All  military  manpower  that  must  be  available  for  duty  not 
later  than  M+l  day  shall  be  programmed  in  and  assigned  to 
the  active  force,  Selected  Reserve  units,  or  the  Individual 
Mobilization  Augmentee  Program. 

2.  All  active  duty  and  Selected  Reserve  personnel  with  skills 
not  needed  in  wartime  shall  be  reassigned  to  meet  wartime 
demand  in  secondary  skills  or  retrained  in  time  to  meet 
mobilization  or  deployment  requirements. 

3.  Military  personnel  occupying  CONUS-support  establishment 
jobs  that  must  be  performed  in  wartime  may  be  replaced  by 
civilian  personnel  or  recalled  military  retirees,  consistent 
with  the  stabilization  of  key  mobilization  positions. 
Replaced  military  personnel  may  be  transferred  to  deploying 
units  or  made  available  as  replacements. 

4.  Continuous  review  shall  be  made  of  missions  and  capabilities 
for  the  effective  wartime  utilization  on  active  duty  of 
minimally  disabled  or  over-age  personnel  with  current  or 
prior  military  service,  including  the  study  of  assignments 
which  directly  support  state  defense  forces,  civil  defense, 
or  other  aspects  of  the  internal  defense  of  the  United 
States  and  its  possessions. 

5.  The  Military  Services  shall  develop  manpower  mobilization 
plans  and  3hali  program  the  necessary  resources  to  satisfy 
their  time-phased  pretrained  individual  military  manpower 
inventory  objectives  using  IRR,  ING,  active  duty  retirees, 
the  Standby  Reserves  and  Retired  Reserve.  In  doing  this, 
the  Military  Services  shall: 
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a.  Carry  out  exercises  and  data  management  programs  in 

peacetime,  enabling  the  estimation  of  mobilization 

manpower  yields  from  the  IRR  and  Standby  Reserve  Pools. 
Management  improvement  programs  will  be  in  place  to 
increase  these  yields,  when  practicable. 

b.  Identify  facilities  that  contain,  or  w.ll  contain, 

units  with  wartime  military  pc  itions  that  can  be 

filled  by  military  retirees  and  preassign  military 

retirees  to  those  facilities. 


c.  Identify  units  with  wartime  military  augmentation  and 
filler  positions,  other  than  subparagraph  C.5.b.  above. 
Fill  these  positions  by  the  most  time-efficient  means, 
e.g.,  preassign  IRR  and  ING  to  facilities  from  which 
these  units  are  to  deploy  or  be  employed.  Exhaust  the 
IRR  and  ING  to  fill  all  time-phased  objectives  except 
those  positions  predesignated  to  be  filled  by  retired 
military  personnel. 

6.  The  Military  Services  shall  preassign  pretrained  individual 
service  members  a*  required  to  satisfy  the  demand  by  skill. 
In  addition  to  the  existing  IRR  and  ING  peacetime  training 
programs,  IRR,  ING,  and  active  duty  retired  military 
personnel  required  to  meet  time-phased  objectives  between 
M+l  and  M+30  days  shall  receive  peacetime  refresher  training 
as  necessary.  IRR  and  ING  required  prior  to  M+ll  days  shall 
also  be  preassigned. 


7.  Upon  mobilization,  all  screening  of  the  Ready  Reserve  ceases 
and  Ready  Reservists  are  immediately  available  for  recall. 


8.  Upon  mobilization,  Ready  Reservists  and  preassigned  military 
retirees  may  not  be  deferred  or  exempted  from  recall  because 
of  civilian  occupations  except  those  previously  designated 
as  key  employees  during  peacetime  screening  as  prescribed  by 
cutreac  directives. 


D.  CIVILIAN  MANPOWER  SUPPLY  PLANNING 

1.  DoD  Components  shall  develop  and  institute  manpower 

mobilization  plans  and  shall  program  the  resources  necessary 
to  satisfy  the  time-phased  civilian  employee  demands  by 
geographic  location  and  occupational  area.  This  planning 
and  programming  should  conform  to  the  following: 

a.  Identify  all  civilian  employees  of  DoD  Components  who 
are  members  of  the  Ready  Reserve  or  the  Standby  Reserve 
or  are  military  retirees  scheduled  for  recall. 
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Manpower  mobilization  plans  shall  assume  Hiat  none  of 
these  personnel  are  available  as  civilian  employees 
after  M-Day  unless  they  have  been  designated  Key  or  E-E 
and  screened  from  the  reserves. 

b.  National  Defense  Executive  Reserve  units  shall  be 
established,  as  appropriate,  under  DoD  Directive 
1100.6. 

c.  Civilians  employed  by  DoD  Components,  whose  peacetime 
services  are  not  needed  during  wartime,  shall  be 
reassigned  to  more  critical  jobs  and  relocated  if 
necessary. 

d.  All  civilian  employees  not  needed  by  one  DoD  Component 
may  be  detailed,  reassigned,  or  relocated,  to  satisfy 
the  critical  work  load  of  another  DoD  Component. 

e.  Civilian  mobilization  manpower  needs  not  accommodated 
by  detailing  or  reassigning  civilian  employees  from 
other  functions  and  activities  within  M+15  days  shall 
be  filled  by  any  appropriate  appointment  authority. 

f.  Components  shall  plan  how  they  will  recruit  the 
additional  civilian  employees  needed.  This  should 
include  using  the  national  network  of  local  employment 
offices  established  by  the  United  States  Employment 
Service  and  operated  by  the  states,  local  offices  of 
the  Office  of  Personnel  Management  (0PM),  and  the 
information  provided  regularly  by  the  Defense 
Management  Manpower  Data  Center. 

g.  Test  and  exercise  mobilization  plans  and  procedures  for 
filling  manpower  requirements. 
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SAMPLE  CIVILIAN  PERSONNEL  MOBILIZATION  PLAN1 

1.  Purpose.  This  plan  describes  the  preparations  that  have  been 
made  to  ensure  that  efficient  civilian  personnel  support  is  provided 

to  _  (name  of  installation,  hereafter  called  the 

installation)  in  the  event  of  war  or  other  national  emergency  as 
declared  by  Congress  or  by  the  President. 

2.  Applicability.  This  plan  applies  to  all  organizations  that 
receive  services  from  the  installation  civilian  personnel  office, 
including  tenant  activities  of  other  major  commands. 

3.  Objective.  The  objective  of  this  plan  is  to  ensure  that  actions 
taken  in  response  to  mobilization  or  wartime  situations  are 
appropriate,  and  are  carried  out  rapidly  and  efficiently. 

4.  Organization  of  the  Plan.  The  plan  consists  of  two  parts.  (They 
should  be  kept  in  a  looseleaf  binder.) 

a.  Part  I  contains  information  regarding  mobilization  planning 
references,  definitions  of  words  and  terms,  general 
policies,  responsibilities,  the  installation's  mobilization 
mission,  and  emergency  regulations.  It  also  identifies 
premobilization  planning  actions  and  post-mobilization 
actions  that  must  be  taken  to  meet  the  installation's  needs. 

b.  Part  II  describes  the  specific  planning  actions  that  have 

been  taken  to  meet  the  installation’s  civilian  mobilization 
planning  needs  as  outlined  in  Part  I.  Such  actions  are 

recorded  at  tabs  that  are  keyed  to  the  organization  and 
numbering  of  Part  I.  (These  tabs  are  indicated  herein  for 
illustrative  purposes.) 

5.  References. 

a.  FPM  Supplement  990-3  (National  Emergency  Standby  Regulations 
(Personnel  and  Manpower)).  This  supplement  lists  and 
describes  current  standby  regulations  and  authorities. 

These  regulations  and  authorities  will  go  into  effect 
automatically  with  an  attack  on  the  United  States.  0PM  may 
authorize  implementation  of  some,  or  all,  of  these  standby 
regulations  in  other  emergencies. 


Based  on  Appendix  D,  AR  690-11, 
Planning  and  Management" 


"Civilian  Personnel  Mobilization 


b.  FPM  Supplement  910-1  (National  Emergency  Readiness  of 
Federal  Personnel  Management).  This  supplement  describes 
OPM's  plan  for  executing  the  standby  regulations  in  FP.' 
Supplement  990-3  in  a  general  war,  and  provides  guidance  to 
agencies  in  developing  mobilization  plans. 

c.  FPM  Chapter  910  (Mobilization  Readiness).  "his  chapter 

provides  general  guidance  on  agency  mobilization  planning  to 
include  specific  pre-emergency  action:,  or  consideration  in 
developing  mobilization  plans. 

d.  Service  Regulation  (Civilian  Personnel  Mobilization  Planning 
and  Management).  This  regulation  sets  forth  Departmental 
guidance  to  all  levels  of  command  on  mobilization  planning 
and  execution.  Appendix  to  this  plan  lists  prepositioned 
emergency  authorities  that  can  be  put  into  effect  at  the 
installation  level  without  further  authorization  from  higher 
headquarters  when  situation  warrants. 

e.  (List  major  command  or  local  mobilization  planning  guidance 
that  has  been  published,  and  provide  a  brief  summary  of  its 
contents .  ) 

6.  Definitions.  Citation  of  Appendix  (Glossary)  containing  specific 

definitions. 

7.  Policies.  (As  applicable) 

a.  The  top  priority  of  the  civilian  personnel  office  (CPO) 
during  mobilization  shall  be  to  fill  civilian  vacancies  on 
the  wartime  authorization  document,  including  vacancies 
created  by  the  call-up  of  military  reservists,  retirees,  and 
draft  eligibies. 

b.  Personnel  actions  before  attack  or  declaration  of  a  national 
emergency  shall  be  taken  under  peacetime  regulations  and 
authorities . 

c.  Plans  will  be  completed  to  the  point  where  only  annual  or  as 
needed  updating  is  required  and  will  be  maintained  in  a 
"ready-for-execut ion"  status. 

d.  (Under  some  circumstances  during  surges  in  mobilization 

recruitment,  it  may  be  in  the  best  interest  of  the 

installation  to  authorize  the  CPO  or  designated  recruiting 
team  leaders  to  make  on-the-spot  selections  for  appointment. 
In  this  subparagraph  specify  the  circumstances,  and  the 

positions  and  grades  for  which  this  authority  will  be 

granted . ) 

8.  Mobilization  Mission  of  the  Installation.  (See  basic  plan.) 
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9. 


Responsibilities . 


a.  Installation  commander  shall; 

(1)  Ensure  that  civilian  mobilization  planning  is  adequate 
to  support  the  wartime  mission  of  the  installation. 

(2)  Establish  priorities  to  ensure  that  managers  and  the 
CPO  have  the  resources  needed  to  carry  out  their 
mobilization  responsibilities. 

(3)  Ensure  that  functions  that  will  be  eliminated  or 
drastically  curtailed  during  an  emergency  are 
identified . 


(4)  Coordinate  with  commanders  of  serviced  activities  of 
other  major  commands  and  their  higher  headquarters  as 
necessary  to  ensure  compliance  with  installation 
planning  guidance  and  requirements. 


Activity  managers  shall: 


(1)  Ensure  that  all  civilian  mobilization  planning  actions 
pertaining  to  managers  and  supervisors  are  completed. 
The  essential  actions  are  as  follows: 


(a)  Prepare  a  wartime  authorization  document  in 
coordination  with  staff  and  CPO  officials.  (See 
tab  2.) 


(b)  Ensure  that  employees  assigned  to  designated  key 
positions  are  reassigned  from  deploying  reserve 
units  or  are  assigned  to  nonessential  positions  to 
ensure  that  there  is  no  conflict  between  their 
obligations  as  a  reservist  and  post-mob  civilian 
job  requirements. 


(c)  Determine,  in  coordination  with  other  managers  and 
the  CPO  staff,  the  method  for  filling  wartime 
positions  and  other  vacancies  that  are  likely  to 
develop  because  of  mobilization. 


(d)  Ensure  that  employees  are  aware  of  any  changes 
that  would  occur  in  their  duties, 
responsibilities,  3nd  working  conditions  in  a 
national  emergency  (for  example,  cadre  members,  60 
hour  work  week,  and  details). 


(e)  Identify  training  needs. 

(2)  Conduct  annual  review  and  update  of  wartime  manning 
documents,  standby  SF  32s  (Request  for  Personnel 
Action),  and  job  descriptions. 


Civilian  Personnel  Officer  shall: 


c  • 


(1)  Identify  in  coordination  with  management  officials  the 
premobilization  civilian  planning  tasks  that  should  be 
done.  Also,  identify  key  mobilization  actions  to  be 
taken. 

(2)  Conduct  an  annual  review  and  evaluation  of  civilian 
mobilization  planning.  Ensure  tha_  necessary  action  is 
taken  to  correct  deficiencies.  In  a  period  of 
increased  international  tension,  conduct  a  special 
review  and  update. 

(3)  Provide  leadership  and  direction  in  the  development  and 
execution  of  the  civilian  personnel  mobilization  plan. 
As  necessary,  coordinate  planning  actions  with  other 
staff  elements,  higher  headquarters,  Federal,  and  State 
agencies  with  mobilization  functions. 

(4)  Keep  the  commander  and  top  managers  informed  of  the 
status  of  civilian  mobilization  planning  throughout  the 
installation.  Tell  them  what  assistance  is  needed  from 
them  to  ensure  effective  planning. 

(5)  Plan  for  necessary  realignment  of  CPO  functions,  and 
for  reassignment  and  detail  of  employees,  as  required, 
to  the  recruiting  and  processing  functions. 

(6)  Establish  a  civilian  mobilization  planning  team  in  the 
CPO.  The  team  will  consist  of  a  team  chief,  and  a 
personnel  specialist  from  each  functional  element  of 
the  CPO.  The  team  chief  will  serve  as  the  civilian 
mobilization  planning  coordinator.  (See  tab  5.) 

(7)  Ensure  that  civilian  mobilization  planning  tasks  are 
outlined  in  the  civilian  personnel  part  of  the 
installation  mobilization  plan,  and  in  other  required 
program  documents. 

(8)  Issue  to  concerned  employees  information  about  their 
entitlement  to  advance  payments  and  evacuation 
payments.  (See  tab  6.) 

(9)  (If  applicable).  This  installation  is  responsible  for 
reactivating  (opening)  the  standby  facilities  known  as 
(Cite  name  and  location  of  facility),  hereafter  called 
the  satellite.  (This  item  refers  only  to  installations 
that  must  activate  a  standby  or  new  facility,  a 
requirement  that  occurs  primarily  in  the  Array.) 

(10).  Help  managers  identify  and  screen  key  employees. 

10.  Activation  of  the  Satellite  (to  be  included  only  if  applicable  - 
see  9c(9)  above. 
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a.  The  civilian  personnel  officer  shall  establish  a  standby  CPO 

for  the  satellite.  The  organization  and  position  structure 
of  the  CPO  will  be  determined,  and  cadre  personnel  (both 
clerical  and  technical)  will  be  designated  for  assignment  to 
each  position.  The  satellite  CPO  cadre  will  be  composed  of 
installation  CPO  employees.  These  employees  will  serve  on  a 
detail  (TOY)  basis  until  positions  can  be  filled 

permanently.  Cadre  positions  that  cannot  be  filled  from 
installation  or  local  civilian  personnel  resources  will  be 

reported  through  appropriate  channels  for  recruitment 

assistance.  (See  tab  7.) 

b.  Installation  activities  responsible  for  establishing  a 

counterpart  at  the  satellite  shall  identify  cadre  positions 
and  designate  cadre  personnel  to  fill  all  cadre  positions. 
Staffing  needs  that  cannot  be  met  from  installation  or  local 
civilian  personnel  resources  will  be  reported  through 

appropriate  channels  for  recruitment  assistance.  (See 
tab  8 .  ) 

c.  The  Civilian  Personnel  Officer  will  determine  the 

facilities,  equipment,  and  supplies  needed  for  the  satellite 
CPO.  The  CPO  shall  coordinate  with  heads  of  other 

functional  departments  and  other  officials  as  appropriate  to 
ensure  their  availability,  and  maintain  appropriate 

documentation.  (See  tab  9.) 

11.  Staffing 

a.  General. 

(1)  Mobilization  will  require  a  large-scale  staffing  effort 

to  fill  wartime  authorized  positions  not  contained  in 

peacetime  authorizations.  It  will  also  require  effort 
to  fill  positions  that  will  be  vacated  by  military 

reservists  and/or  retired  military  members  subject  to 
inductees  recall  during  mobilization.  Activation  of 
the  satellite  (where  applicable)  will  require 

installation  personnel  to  serve  as  cadre  members  to 
staff  satellite  activities  until  permanent  personnel 
can  be  obtained. 

(2)  Immediately  upon  an  attack  on  the  United  States,  or  in 

a  national  emergency  declared  by  Congress  or  the 
President,  the  career-conditional  appointment  system 
will  be  suspended  and  replaced  by  an  emergency 

indefinite  appointment  system.  The  characteristics  of 
emergency  indefinite  appointments  are  listed  in  FPM 
Supplement  910-1,  Book  II,  Subchapter  S300-3. 

(3)  At  the  same  time  as  the  suspension  of  the  career- 

conditional  appointment  system,  regulatory  changes 
(standby  regulations  and  authorities)  affecting 
employment  and  retention  will  become  effective.  These 
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changes  wiLl  speed  up  the  recruitment  and  placement 
process.  They  are  discussed  in  detail  in  FPM 
Supplement  910-1,  Book  II,  Chapter  30. 

Preraobilizat ion  planning  actions. 

(1)  Develop  a  mobilization  staffin  plan  covering  all 

staffing  needs  identified  in  subparagraph  11. a. (1) 
above.  The  following  principles  will  be  observed  in 
developing  the  plan.  (See  tab  10.) 

(a)  Make  maximum  use  of  in-service  personnel  as  a 

primary  source  with  special  emphasis  on  incumbents 
of  positions  that  will  become  excess  on 

implementation  of  wartime  authorizations. 

(b)  Categorize  wartime  authorization  positions  by 

priority  of  fill  (that  is,  M-Day  through  M+10 

Jays;  M+ll  through  M+30  days;  M+31  through  M+60 

days;  M+61  through  M+90  days;  and  M+91  through 

M-t-120  days),  and  indicate  whether  they  are 
sensitive  or  nonsensitive.  Coordinate  with  heads 
of  activities  having  the  same  kinds  of  positions 

to  fill,  to  establish  priority  order  for 
assignment  of  persons  when  there  are  not  enough 
qualified  persons  available  to  fill  all  positions 
at  once. 

(c)  List  specific  staffing  needs  by  title,  series  and 
grade,  and  include  recruitment  sources  and 
strategies. 

(d)  Review  and  update  the  plan  annually,  or  whenever 

major  changes  occur  in  the  number  or  types  of 

positions  covered  by  the  plan,  or  in  recruitment 
sources . 

(e)  Develop  a  separate  plan  for  the  satellite  (where 
applicable) . 

(  f)  Report  staffing  needs  that  are  not  likely  to  be 
met  from  the  local  labor  market  through 
appropriate  channels  for  recruitment  assistance. 

(2)  Prepare  a  list  of  local  recruitment  resources  and 
points  of  contact  (name,  address,  and  telephone 
number).  The  list  should  include  (but  not  be  limited 
to)  schools  and  colleges,  training  facilities,  local 
industries,  specialized  trade  and  craft  unions,  special 
interest  organizations  (such  as  clubs,  churches, 
fraternities,  sororities,  State  vocational  rehabili¬ 
tation  offices,  veterans  groups,  minority  and  women's 
organizations).  (See  tab  11.) 
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(3)  Conduct  an  annual  analysis  of  the  local  labor  market  to 
determine  capabilities  and  shortfalls.  This  should 
include  meetings  with  officials  of  OPM  area  offices, 
local  public  employment  offices,  and  other  recruitment 
sources  identified  in  the  mobilization  staffing  plan. 
( See  tab  12.) 

(4)  Identify  potential  sources  of  recruitment  competition 

from  other  DoD  agencies  or  defense  industries. 

Establish  a  RASC,  if  two  or  more  DoD  insallations  are 
within  the  same  recruiting  area,  to  resolve  conflicting 
requirements  and  priorities. 

(5)  Arrange  for  emergency  recruitment  services  by  the  U.S. 
Employment  Service,  and  prepare  standby  job  orders. 
( See  tab  13.) 

(6)  Determine  the  number  of  employees  needed  to  carry  out 
the  recruitment  function  during  the  mobilization 
employment  surge  period.  Pre-establish  recruitment 
teams  for  activation  when  needed.  Teams  will  be 
staffed  as  much  as  possible  by  CPO  employees;  however, 
non-CPO  employees  may  also  be  designated.  Identify  the 
organization  that  each  team  will  serve.  Teams  will 
also  be  designated  to  recruit  on-site  at  local  public 
employment  offices,  schools,  and  at  other  community 
sources  of  manpower.  (See  tab  14.) 

(7)  Identify  primary,  secondary,  and  third  level  skills  of 
current  employees.  Se  prepared  to  assign  them  to 
higher  priority  positions  or  to  positions  requiring  a 
scarce  skill.  (See  tab  15.) 

(3)  Prepare  a  list  (organization,  address,  and  point  of 
contact)  of  communications  media  (radio  and  television 
stations,  and  newspapers)  that  will  publicize 
installation  job  opportunities  during  an  emergency. 
(See  tab  15.) 

(9)  Identify  vacancies  that  can  be  filled  by  retraining 
curent  employees.  (See  tab  10.) 

(10)  Make  maximum  use  of  retired  federal  civilian  employees, 
reemployment  eligibles,  military  retirees  not  otherwise 
assigned  and  civilian  and  military  family  members  with 
useful  skills  and  who  express  a  desire  to  fill  a 
mobilization  position  in  the  commuting  area  as 
recruitment  sources.  (See  tab  17.) 


(11)  Fully  use  excepted  appointment  authorities  (such  as 
Veterans'  Readjustment  Appointment  (VRA),  severely 
handicapped,  and  worker  trainee)  for  filling  vacancies 
caused  by  call-up  of  reservists  and  military  retirees 
before  implementing  the  Emergency  Indefinite 
appointment  system.  (See  tab  18.) 

(12)  Request  authority  to  expand  local  examining  authority 
as  necessary  to  expedite  recruitment  actions.  (See 
tab  19.) 

(13)  Request  C  PM  to  modify  qualification  standards  for  hard 
to  fill  v artime  positions  that  cannot  be  reengineered. 
( See  tab  20 . ) 

(14)  Identify  for  suspension  in  an  emergency  those 
provisions  of  negotiated  labor  agreements  that  may 
hinder  or  preclude  staffing  actions  in  support  of 
mobilization.  (See  tab  21.) 

(15)  Project  the  characteristics  of  the  potential  labor 
force  to  identify  significant  problems  that  may  hinder 
employment  (such  as  lack  of  child  care  facilities, 
housing,  and  transportation),  and  coordinate  with  staff 
officials  to  ensure  appropriate  contingency  planning 
action.  (See  tab  22. ) 

(16)  Coordinate  with  local  officials  of  Department  of  Labor, 

Office  of  Personnel  Management,  and  the  Federal 
Emergency  Management  Agency.  This  will  ensure 

establishment  of  recruitment  priorities  consistent  with 
installation  needs.  (See  tab  23.) 

(17)  Coordinate  with  nonappropr iate  fund  instrumentality 
(NAFI)  managers  to  identify  nonappropr iated  fund  (NAF) 
employee  expansion  requirements  and  excess  personnel 
for  reassignment.  Develop  a  NAFI  mobilization  staffing 
plan  if  needed.  (See  tab  24.) 

(18)  Develop  an  information  sheet  for  use  by  recruitment 

team  members  in  informing  applicants  about  Emergency 
Indefinite  appointments  and  in  orienting  new  employees 
on  benefits  and  conditions  of  employment.  (See 

tab  25.) 

(19)  Provide  annual  training  to  recruitment  team  members  on 
their  mobilization  responsibilities.  (See  Tab  26.) 

(20)  Establish  and  maintain  a  special  file  for 
correspondence  pertaining  to  employees  serving  overseas 
without  return  rights  who  desire  placement  at  this 
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installation  in  the  event  of  evacuation  to  CONUS. 
Qualification  determinations  will  be  made,  and  those 
individuals  will  be  slotted  for  possible  assignment  to 
appropriate  positions.  (See  tab  27.) 

(21)  Develop  a  post-mobilization  promotion  and  placement 
p  lan. 

c.  Post-mobilization  actions. 

(1)  Activate  mobilization  recruitment  teams. 

(2)  Implement  mobilization  staffing  plan. 

(a)  Positions  that  cannot  be  filled  as  proposed  in  the 
mobilization  staffing  plan  will  be  filled  by  the 
most  expeditious  means  available. 

(b)  Positions  that  cannot  be  filled  through  efforts  by 
the  local  CPO  will  be  referred  to  appropriate 
authorities  for  recruitment  assistance. 


(3) 

Route  newly  selected  employees 
(building  and  room  number). 

for 

processing  to 

(4) 

Contact  pertinent  Federal,  State, 
for  employment  assistance. 

and 

local  agencies 

(5) 

Occupants  of  excess  positions 

positions  cannot  be  located  will 
offered  employment  elsewhere  in  the 

for  whom  suitable 
be  referred  for  or 
following  order: 

(a)  Other  Service/DoD  activities  in  the  commuting 
area. 

(b)  Higher  headquarters  for  redistribution. 

(c)  OPM  for  assignment  to  other  agencies. 

(d)  U.S.  Employment  Service. 

12.  Technical  Services 

a.  General.  (See  paragraph  11. a.,  above.) 

b.  Premobilization  planning  actions. 

(1)  Determine  the  number  of  employees  needed  to  process 
personnel  actions  during  the  mobilization  employment 
surge  period.  Processing  teams  will  be  preestablished 
for  activation  when  needed.  Teams  will  be  staffed  to 
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the  maximum  extent  from  among  CPO  personnel.  Report 
team  staffing  needs  that  cannot  be  met  from  local 
resources  to  appropriate  authorities  for  assistance. 
( See  tab  28 . ) 

(2)  Ensure  that  designated  processing  team  members  are 
trained  and  familiar  with  their  mobilization 
responsibilities.  (See  tab  29.) 

(3)  Develop  step-by-step  procedures  for  in-processing 
employees.  (See  tab  30.) 

(4)  Be  prepared  to  get  from  civilian  personnel  data  bases  a 
current  listing  of  potential  early  inductees  (ages  18- 
20),  reservists,  and  military  retirees  subject  to  call¬ 
up.  This  information  should  be  provided  to  recruiting 
personnel  and  pertinent  managers  for  planning  and 
mobilization  exercise  purposes.  (See  tab  31.) 

(5)  Maintain  a  li3t  of  retired  Federal  civilian  employees 
and  reemployment  eligibles  in  the  commuting  area  for 
use  as  a  recruitment  source.  Basic  data  are  available 
from  the  Defense  Manpower  Data  Center  (DMDC) .  (See 
tab  32.) 

(6)  Develop  and  maintain  a  list  of  retired  military 
personnel  not  likely  to  be  recalled  in  the  commuting 
area  for  use  as  a  recruitment  source.  Basic  data  are 
available  from  DMDC. 

(7)  Develop  and  maintain  a  list  of  family  members  of  DoD 
employees,  active  duty  and  retired  military  with  useful 
skills  and  who  express  a  desire  to  fill  a  mobilization 
position  as  a  recruitment  source. 

(3)  Overseas  CPOs  will  identify  the  CONUS  activities  where 
employees  serving  overseas  without  return  rights  will 
be  assigned  in  the  event  of  evacuation.  Overseas  CPOs 
will  provide  employees'  names  to  the  respective  CONUS 
CPOs.  (See  tab  33. ) 

(9)  Keep  on  hand  enough  CPO  supplies  and  forms  identified 
in  appendix.  (See  tab  34.) 

(10)  Review  at  least  annually  the  listings  provided  from  the 
Defense  Manpower  Data  Center  of  employees  in  Reserve 
Components,  military  retirees,  and  potential  early 
inductees . 

HI)  Ensure  that  person?  selected  for  au  Emergency-Essential 
position  overseas  sign  an  agreement  to  remain  in  the 
event  of  hostilities  or  mobilization  until  relieved  by 
proper  authority.  Persons  who  refuse  to  sign  will  not 
be  appointed.  (See  tab  36.) 
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(12)  Maintain  a  separate  set  of  regulations  for  the 

satellite.  (See  tab  37.) 

c.  Post-mobilization  actions. 

(1)  Activate  processing  teams. 

(2)  Issue  and  control  authorization  for  emergency 

evacuation  advance  and  allotment  payment. 

(3)  Omit  employee  in-processing  steps  when  necessary  to 

permit  timely  reporting  of  new  employees  for  duty.  As 
a  minimum,  record  the  employee's  name  on  the  SF  52, 
administer  the  oath  of  office,  and  have  the  employee 
sign  the  appointment  affidavit.  Plans  will  be  made  for 
supervisors  and  managers  at  remote  work  sites  to 
administer  the  oath  and  mail  the  appointment  affidavit 
to  the  CPO.  Complete  the  omitted  steps  in  processing 

at  the  earliest  possible  time. 

13.  Position  management 

a.  General 

(1)  During  mobilization  the  recruitment  sources  identified 

in  th£  mobilization  staffing  plan  for  specific  wartime 
positions  may  not  produce  the  quantity  and  quality  of 
eligible  candidates  expected.  This  will  require  the 
reengineering  of  jobs  to  help  recruitment  and  advising 
management  on  organizational  changes  that  will  support 
mission  accomplishment  with  available  personnel 

resources . 

(2)  On  attack  or  declaration  of  a  national  emergency, 

routine  position  classification  audits,  biennial 
surveys,  issuance  of  standards,  and  classification 
appeal  requirements  will  be  suspended. 

b.  Premobilization  planning  actions. 

(1)  Fnsure  the  preparation  of  job  descriptions  for  all 

expansion  requirements  on  wartime  authorization 

documents . 

(2)  Preposition  requests  for  personnel  actions  (SF  52)  for 

all  additional  positions  to  be  filled  in  the  event  of 

mobil  izat i on  „ 

(3)  Participate  with  Comptroller,  manpower /management 

division  (or  comparable  office),  and  activity  managers 
in  preparation  of  wartime  authorization  documents. 
Coordinate  with  recruitment  and  placement  branch  and 


activity  managers  to  establish  strict  civilian  position 
structures  using  job  engineering  to  the  maximum  extent 
possible  to  reduce  the  need  for  additional  staffing  for 
scarce  skills. 

(4)  Review  wartime  positions  for  appropriate  c  vilian  title 
series  and  grade.  (See  tab  38.) 

(5)  Review  wartime  military  positions  in  coordination  with 
manpower  officials  and  annotate  those  that  could  be 
changed  to  civilian  positions  if  the  need  arises.  (See 
tab  39.) 

(6)  Maintain  a  file  of  mobilization  job  descriptions.  (See 
tab  40.) 

(7)  Determine  title,  series,  and  grade  of  any  MAF  expansion 
requirements.  (See  tab  41.) 

(8)  Maintain  an  extra  set  of  job  classification  standards 
and  regulations.  (See  tab  42.) 

(9)  Maintain  a  copy  of  current  wage  rate  schedules  for  the 
satellite.  (See  tab  43.) 

c.  Postmobilization  actions. 

(1)  Cancel  scheduled  classification  surveys  and  position 
audits . 

(2)  Determine  title,  series,  and  grade  of  new  positions  not 
previously  classified. 

(3)  Resolve  job  evaluation  appeals. 

(4)  Advise  managers  of  organization  adjustments  needed  to 
best  use  available  resources,  and  assist  in  further 
reengineering  of  positions  to  meet  installation  needs 
a3  necessary. 

14.  Training 

a.  General.  Work  force  expansion  and  realignments  will  require 
extensive  training  of  newly  hired  and  current  employees  to 
assume  new  or  additional  mobilization  duties.  Positions 
requiring  scarce  skills  will  be  restructured  through  job 
engineering  where  feasible  to  simplify  and  expedite 
recruitment  and  training. 


b. 


Premobilization  planning  actions. 


(1)  Develop  a  training  plan  that  will  ensure  adequate 
training  of  employees  to  be  hired  for  work  force 
expansion  purposes,  and  of  current  employees  designated 
to  assume  new  or  additional  duties  in  the  event  of 
mobilization.  Coordinate  with  managers,  supervisors, 
classification  specialists,  and  staffing  specialists  to 
identify  training  needs  and  develop  training  plans. 
The  plans  will  include  a  statement  of  the  knowledge, 
skills,  and  abilities  to  be  developed;  the  equipment, 
machines,  and  materials  to  be  used;  the  instructional 
methods  and  training  schedules  to  be  followed; 
identification  of  instructors  to  conduct  the  training; 
and  the  identification  of  on-  and  off-post  training 
facilities  to  be  used.  (See  tab  44.) 

(2)  Review  individual  and  group  training  plans  each  year  or 
on  change  of  mission  to  ensure  they  are  adequate  to 
develop  required  skills  and  that  training  facilities 
and  materials  are  available.  (See  tab  45.) 

(3)  Conduct  or  arrange  training  for  current  employees  to 
ensure  the  skills,  knowledge,  and  abilities  needed  to 
perform  mobilization  assignments  are  kept  up  to  date. 
(See  tab  46.) 

(4)  Provide  training  in  standard  Red  Cross  first  aid 

emergency  medical  treatment  procedures  and  cardiopul¬ 
monary  resuscitation  (CPR)  techniques  to  at  least  ten 
percent  of  the  civilian  work  force.  Sources  for  local 
assistance  in  planning  and  conducting  such  training 
include  local  offices  of  the  American  Red  Cross, 
American  Heart  Association,  military  hospitals, 

community  medical  facilities,  fire  departments,  and 
rescue  leagues.  (See  tab  47.) 

(5)  Maintain  lists  of  the  skills  for  which  orientation  and 
skills  training  may  need  to  be  conducted.  (See 
tab  48.) 

(6)  Ensure  that  sufficient  on  and  off  installation  training 

facilities  are  available  to  accommodate  expanded 

training  requirements.  (See  tab  4C , ) 

(7)  Identify  and  appoint  well-qualified  instructors  and 

apprise  them  of  their  responsibilities.  Provide 

instructor  training  where  there  is  a  shortage  of 
qualified  instructors.  (See  tab  50.) 

c.  Postmobilization  actions.  These  actions  are  to  implement 

and  coordinate  the  training  plan. 
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15.  Employee  Relations 


a.  General . 

(1)  During  general  war,  mission  requirements  may  preclude 
the  processing  of  negotiated  grievances  within 
prescribed  time  frames. 

(2)  Prior  consultation  or  negotiation  with  union  may  not  be 
possible  due  to  conditions  requiring  immediate 
emergency  action.  Under  5  USC  7106,  commanders  may 
take  actions  necessary  to  carry  out  the  agency  mission 
during  an  emergency  and  later  meet  their  obligations  to 
consult  or  negotiate  on  procedures  under  5  USC  7106. 

b.  Premobilization  plannign  actions. 

(1)  Ensure  that  labor  union  officials  are  provided  a  copy 
of  the  installation  civilian  personnel  mobilization 
plan  and  that  they  understand  the  way  civilian 
personnel  administration  will  be  carried  out  under  the 
various  phases  of  mobilization.  (See  tab  51.) 

(2)  Determine  union  contract  provisions  that  may  need  to  be 

suspended  to  help  accomplish  the  mission,  and  prepare 
adequate  justification.  This  will  be  done  in 

coordination  with  other  CPO  branches.  (See  tab  52.) 

c.  Postmobilization  actions. 

(1)  Assist  management  in  day-to-day  relations  with 
employees  organizations  to  help  provide  a  positive  work 
atmosphere  leading  to  optimum  productivity  and  employee 
satisfaction. 

(2)  Maintain  constructive  and  cooperative  relationships 
with  unions  to  the  fullest  extent  possible.  Enlist  the 
support  and  assistance  of  union  officials  in  actions  to 
improve  production  and  service,  and  to  promote  the  full 
use  of  manpower  resources  during  in  emergency. 

(3)  Keep  union  officials  fully  informed  of  emergency 
condition,  and  situations  as  they  evolve. 

(4)  Make  every  effort  to  resolve  problems  at  the  lowest 
organizational  level. 
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APPENDIX  H 


TRAINING  PLAN  DEVELOPMENT 


A.  PURPOSE 

This  appendix  alerts  manpower  and  persona.  planners  to  some  of 
the  training  requirements  which  the  installation  mobilization  plan 
should  consider.  It  excludes  formal  programs,  such  as  Service 
schools,  training  programs,  and  other  centrally  established  and 
controlled  activities. 


B.  TRAINING  PLAN  ESSENTIALITY 

1.  Mobilization  Manpower  Changes.  At  many  installations, 

mobilization  increases  workload  and  new  positions,  and 
changes  positions  and  responsibilities  of  assigned 

personnel . 

2.  Timeliness.  Many  of  these  changes  must  be  made  rapidly. 

Frequently,  training  is  the  most  expeditious  and  productive 
way  to  accommodate  these  changes  and  match  available  skills 
to  those  required.  This  requires  as  much  preplanning  as 

possible.  In  some  cases,  training  is  feasible  during 

peacetime;  in  other  cases,  it  must  be  done  after 

mobilization  begins. 


C.  TRAINING  PLAN  FORMULATION 

1.  Estimation  of  Requirements .  Training  plan  formulation 
begins  with  an  estimation  of  requirements  for  the  various 
types  of  training  needed  to  qualify  people  with  different 
backgrounds . 

2.  Staffing  Plan.  The  installation's  completed  staffing  plan, 

based  on  its  total  mobilization  authorization,  provides  the 
basis  for  these  estimates.  This  plan  identifies  the 
personnel  source  for  filling  each  authorized  mobilization 
position.  It  designates  positions  as  military  or  civilian 
and  identifies  those  that  will  be  filled  by  new  hires, 
transfers  with  promotion  or  expanded  responsibilities,  cadre 
personnel,  or  transfers  to  different  positions.  When 
preassignment  of  retirees  and  IRR  is  minimal,  the 

installation  probably  will  determine  many  detailed  training 
requirements  on  a  post  M-Day  basis.  Preplanning  is 
appropriate  where  large  numbers  of  individuals  are 

preassigned.  All  installations  should  use  IMA's  during 

their  two  weeks  of  annual  active  duty  for  training  in  their 
mobilization  assignments  to  maintain  skill  currency. 

Preplanning  the  civilian  personnel  training  program  is  more 


H-l 


credible  since  most  training  requirements  are  determined 
locally  and  are  less  susceptible  to  change;  the  training 
capability  is  more  readily  identifiable.  Also,  much  of  the 
required  training  can  be  accomplished  prior  to  M-Day. 

3.  Sources  of  Personnel.  There  is  a  variety  of  personnel 
sources  for  filling  these  mobilization  manpower 
requirements.  The  following  list  is  representative: 


PERSONNEL  SOURCES 


_ MILITARY _ 

Non-prior  service  personnel 
Mobilized  retirees 

IMAs 

Non-deployables 

Excess  personnel  due  to 
reduced/ terminated  missions 
or  inactivations 

Prior  service  volunteers 

IRR 


_ CIVILIAN _ 

Local  (installation)  excess 

Overseas  evacuees/returnees 
and  family  members 

Local  transfers  otions 

Excess  Federal  employees  in 
area 

Retired  Federal  employees 

DoD  Priority  Placements 

Interns 

New  hires 


4.  Types  of  Training.  The  training  needs  of  personnel  from 
these  varied  groups  will  differ.  For  example: 


TYPES  OF  TRAINING 


Refresher  training  To  bring  a  person  with  basic 

but  non-current  knowledge  of  3 
particular  skill  up  to  date 
with  state-of-the-art  techni¬ 
ques,  procedures,  and  mater¬ 
ials 

Retraining  To  provide  basic  knowledge  in 

a  new  skill  so  that  the 
individual  can  operate  at  a 
minimum  level  of  proficiency 
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Cros  s-training 


To  provide  basic  knowledge  of 
a  new  skill  for  emergency  use 
while  maintaining  proficiency 
in  a  primary  (different) 
skill. 

Supervisory  training  Enhancing  the  journeyman's 

basic  skill  by  providing 
training  in  personnel  rela¬ 
tions,  management,  labor 

relations,  etc. 

On-the-job  training  To  increase  skill  proficiency 

by  actually  working  in  a 
specific  position  under  close 
supervision. 

5.  Other  Coos ider at ions .  Training  plans  should  identify 
required  training  facilities,  sources  of  instructors  and 
training  materials,  and  the  general  course  contents,  if 

appropriate.  The  installation  should  determine  the  need  for 
external  resources,  such  as  vocational  schools,  trade 

organizations,  expanded  apprenticeship  programs,  and  skills 
that  require  assistance  from  higher  headquarters  to  satisfy 
the  demand. 


D.  HEFEBEHCES 

Appendix  F,  "Mobilization  Manpower  Planning  Guidance,"  contains  a 
number  of  training  guidelines  that  expand  on  the  responsibility  of 
each  Service  to  determine  the  need  for  and  frequency  of  refresher 
tr  ai ning . 
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APPENDIX  I 


GUIDANCE  FOR  IDENTIFICATION  AND  RECRUITMENT 
FOR  DoD  CIVILIAN  MOBILIZATION  POSITIONS 


A.  PURPOSE 


To  establish  authorities  and  recommend  procedures  for  local 
installations  to  prerecruit  as  many  DoD  direct  hire  civilian  positions 
as  possible  prior  to  mobilization. 


B.  AUTHORITIES 

1.  FPM  Chapter  910  provides  general  guidance  on  emergency 

planning . 

2.  FPM  Supplement  910-1  provides  general  guidance  for  Federal 

personnel  management  in  a  national  emergency. 

3.  FPM  Supplement  990-3  provides  emergency  standby  regulations 

for  recruiting  and  employment  and  for  directing  the 
distribution  of  employees  under  a  situation  involving  an 
attack  on  the  United  States. 

4.  DoD  Instruction  1400.32  delegates  the  following  authorities 
to  each  Civilian  Personnel  Office  (CPO)  for  use  during 
mobil ization: 

a.  Expanded  use  of  Emergency-Indefinite  appointing 
authority . 

b.  Hiring  non-citizens  for  Emergency-Indefinite 

appointments . 

c.  Reassignment  of  employees  without  restriction  during 
the  90-day  period  immediately  following  appointment. 

d.  Detailing  and  temporary  promotion  of  employees  without 
competition  and  extending  those  details  and  promotions 
as  required  for  the  duration  of  the  crisis  plus  six  (6) 
months . 

e.  Promote  without  regard  to  time- in-grade  restrictions, 
as  long  as  the  promoted  employee  meets  the 
qualification  requirements  for  the  higher  graded 
posi tion. 

5.  During  a  period  of  rising  tensions  (short  of  a  national 
emergency)  ,  DoD  Components  may  make  judicious  use  of  the 
following  authorities  currently  available: 
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Use  "Special  need"  appointments  for  30  days  with 
authority  to  extend  for  an  additional  30  days. 


b.  Reassign  or  detail  employees  involuntarily  to  essential 
positions  for  up  to  one  year. 

c.  Relocate  employees  involuntarily,  either  permanently  or 
temporarily,  to  essential  work  sites  within  the  United 
States  or  its  territories  and  possession. 

d.  Retain  or  relocate  emergency-essential  employees  to  a 
theater  of  operations  voluntarily  or  as  a  requirement 
of  the  position. 


C.  DETERMINE  MANPOWER  REQUIREMENTS 

At  least  annually,  activities  must  reassess  and  compile  civilian 
manpower  requirements  (by  0PM  occupational  series,  title,  and  grade) 
to  meet  mobilization  mission  demands.  CPOs,  plans  officers,  manpower 
managers,  and  functional  managers  (including  tenant  activities)  should 
participate  in  the  reassessment.  The  assessment  will  include 
consideration  of  the  civilian  manpower  requirements  that  result  from 
the  continuation,  expansion,  termination  or  conversion  of  peacetime 
functions  as  well  as  for  new  functions  that  are  required  to  meet 
wartime  missions. 


D.  ASSESS  MANPOWER  ASSETS 

1.  Review  the  Defense  Manpower  Data  Center  annual  listings  of 
current  civilian  employees  who  are  subject  to  recall  to 
active  military  duty. 

2.  If  it  is  significant,  consider  potential  losses  of  civilian 
employees  to  the  draft.  (For  planning  purposes,  the 
Selective  Service  System  plans  to  draft  20-year-old  males 
through  M+180  days.) 

3.  If  practical  and  useful,  determine  normal  turnover, 

including  pending  retirements,  by  occupation  series  and 
grade.  This  may  be  particularly  helpful  in  high  turnover 

occupations . 

4.  Consider  the  conversion  of  current  part-time,  intermittent, 

temporary  or  on-call  employees  to  regular  full-time  status. 

5.  Consider  the  reassignment  of  current  civilian  employees  who 

would  become  excess  to  the  installation  in  the  event  of 

mobi l izat i on : 
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a  * 

To  ether  positions  within  the  command  and 
commuting  area  to  which  they  are  assigned. 

wi thin 

the 

b  . 

To  positions  in  the  same  DoD  component 
commuting  area  serviced  by  the  CPO. 

wi  t ' >  i 

the 

c  • 

To  positions  in  another  DoD  opponent 

commuting  area. 

wi thin 

the 

d. 

To  positions  in  the  same  DoD  Component  but 
commuting  area. 

outs i de 

the 

e  • 

To  positions  in  other  Federal  Agencies 
commuting  area. 

within 

the 

6.  Compare  Che  Cotal  usable  assets  to  the  total  civilian 

manpower  requirement  to  derive  the  number  of  positions  (by 

OPM  occupational  series,  title  and  grade)  that  will  need  to 

be  filled  upon  mob i 1 i z a t ion .  Consider  temporary  promotions 
and  details  to  higher  grades  in  order  to  allow  recruitment 
at  the  lowest  possible  skill  level. 

/.  CPO  will  be  responsible  for  advanced  planning  to  meet  any 

required  increase  in  staff.  Plan  should  be  updated  annually 
or  sooner  if  a  significant  change  has  occurred. 


E.  PREPOSITION  RECRUITMENT  REQUESTS 

Require  functional  managers  to  prepare  SF-52,  Request  for 
Personnel  Action,  for  each  mobilization  position  to  be  filled.  The 
priority  level  for  each  position  must  be  included,  indicating  critical 
need.  If  the  position  is  new,  a  brief  description  should  be  developed 
to  determine  the  title,  series,  and  grade. 

1.  Forward  all  3F  52s  from  the  functional  managers  to  the  CPO 
for  establishing  the  title,  series,  and  grade  and  annotating 
the  Dictionary  ac  Occupational  Titles  (DOT)  codes  on  each 
position/job  description. 

2.  Preposition  the  3F  52  and  job  description  including  security 
requirements,  with  the  CPO  staff  responsible  for  filling 
mobilization  positions.  This  will  minimize  pre-recruitment 
administrative  requirements. 


F.  IDENTIFY  MANPOWER  RESOURCES 


Depending  on  local  requirements.  the  following  sources  of 
manpower  should  be  considered  when  preposi tioning  recruitment  requests 
or  developing  methods  for  filling  mobilization  requirements: 
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Retired  DoD  civilian  employees  who  live  in  the  recruiting 
area  and  might  be  available  for  recall  during  mobilization. 

Retired  DoD  military  personnel  who  live  in  the  recruiting 
area  and  are  not  likely  to  be  recalled  to  active  military 
duty . 

Work  with  local  unions  to  contact  current  membership  and 
retired  union  employees  who  may  possess  needed  skills. 

Negotiate  agreements  with  other  federal  agencies  for 
immediate  detail  or  reassignment  of  members  of  their  work 
force.  These  would  be  agencies  with  priorities  lower  than 
DoD's  during  an  emergency. 

Establish  walk-in  registration  for  individuals  who  would  be 
interested  in  employment  in  the  event  of  mobilization. 

Consider  individuals  who  would  be  available  for  intermittent 
or  part-time  employment  only. 

If  an  installation  is  scheduled  for  major  reduction  or 
complete  closure  as  a  result  of  mobilization,  the  civilian 
work  force  should  be  referred  to  othar  installations  within 
the  commuting  area  or  to  the  Service  involved  for  placement 
and  reassignment. 

CPOs  outside  the  United  States  should: 

a.  Confirm  that  nonemergency  essential  employees  with 
return  rights  will,  in  the  event  of  mnbi 1 ization , 
exercise  those  rights.  Notification  of  CONUS  CPO  must 
be  accomplished  as  soon  as  this  process  is  completed. 

b.  Screen  and,  if  possible,  preassign  civilian  employees 
with  return  rights  and  dependents  of  military  and 
civilian  employees  of  the  United  States  Government  for 
potential  relocation  and  placement  in  CONUS. 

z .  Utilize  the  registration  process  provided  in 

DoD  1400.2Q-1-M  to  indicate  geographic  availability  of 
all  DoD  civilian  work  force  who  'nave  return  rights  and 
•choose  to  exercise  them.  In  this  way,  i  ns  t  al  I  at  ions  n 
CONUS  cm  anticipate  the  types  of  individuals  likely  c  .1 
be  available  to  them  upon  evacuation  of  nonemergency 
assent  i  a  L  employees. 

To  assist  in  the  ident  1  f  icat  i  on  -and  recruitment,  there 
follow  several  sample  letters  for  contacting  and 
preassigning  retired  civ' l  i  an  employees  and  military 
pe  r  sonne 1 . 


SAMP  u  E 


DEAR  FEDERAL  RETIREE: 

This  letter  is  being  sent  to  you  as  a  retired  e.n  ioyee  of  the 
Federal  Government  living  in  the  (geographic)  area.  In  Lae  event  of  a 
national  emergency,  (local  installation)  will  .vpnnd  its  work  force 
and  will  need  a  number  of  fully  trained  personnel  on  short  notice. 

As  a  retired  employee  of  the  Federal  Government,  you  have  a 
proven  track  record  of  service  to  your  country.  During  periods  of 
mobil izat ion,  we  will  need  individuals  with  medical,  transportation, 
logistics,  and  administrative  work  experience.  The  purpose  of  this 
letter  is  to  determine  your  availability  for  employment  under 
mobilization  conditions. 

If  you  are  interested  and  would  be  available  for  employment 
either  full-  or  part-time  during  a  national  emergency,  please  complete 
the  enclosed  Standard  Form  172,  "Amendment  to  Personnel  Qualification 
Statement."  Please  complete  items  1-4,  6  (enter  "Mobilization 

Position"),  3  and  9,  sign  and  date  the  form  and  return  it  in  the 
envelope  provided.  If  you  would  prefer,  you  may  send  a  resume  in 
place  of  the  S F— 172-  Your  response  will  be  entered  into  our  data  bank 
for  a  potential  job  match  in  our  mobilization  work  force. 

For  your  information,  since  your  retirement  was  volum.ary,  your 
annuity  would  not  be  affected  during  periods  of  reemployment  with  the 
Federal  government.  Your  salary,  however,  would  be  reduced  by  the 
amount  of  your  annuity. 

We  appreciate  your  interest  and  will  inform  you  as  to  whether  or 
not  we  can  make  a  specific  job  offer  to  you  in  the  event  of 
mobilization.  If  you  have  any  questions  about  this  program  or  the 
completion  of  the  form,  please  call  _ _ _  a  t 


Sincerely, 


Enclosures 


INITIAL  CONTACT  OF  RETIRED  CIVILIAN 


SAMPLE 


SAMPLE 


DEAR  MILITARY  RETIREE: 

This  letter  is  being  sent  to  you  as  a  military  retiree  living  in 
the  (geographic)  area.  During  a  period  of  national  emergency,  (local 
installation)  will  expand  its  work  force  and  will  need  a  number  of 
fully  trained  personnel  on  short  notice. 

As  a  retired  military  member,  you  have  a  proven  track  record  of 
service  to  your  country.  During  periods  of  mobilization,  we  will  need 
individuals  with  medical,  transportation,  logistics,  and 
administrative  work  experience.  The  purpose  of  this  letter  is  to 
determine  your  availability  for  employment  under  mobilization 
cond i tio  ns  . 

If  you  are  interested  and  would  be  available  for  employment 
during  a  national  emergency,  please  complete  the  enclosed  Standard 
Form  172,  "Amendment  to  Personnel  Qualification  Statement."  Please 
complete  items  1-4,  6  (enter  "Mobilization  Position),  8  and  9,  sign 
and  date  the  form  and  return  it  in  the  envelope  provided.  If  you 
would  prefer,  you  may  send  a  resume  in  place  of  the  SF-172.  Your 
response  will  be  entered  into  cur  data  bank  for  a  potential  job  match 
in  our  mobilization  work  force. 

Please  keep  in  mind  that  age  is  not  a  factor.  You  need  to  be  the 
judge  of  your  own  ability  to  serve  should  the  need  arise.  Your 
availability  means  that  you  are  not  subject  to  recall  to  active 
military  duty  and  are  not  currently  working  in  a  civilian  capacity  for 
the  federal  government. 

For  your  information,  if  you  also  retired  from  the  civilian 
federal  work  force,  your  annuity  would  not  be  affected  during  periods 
of  reemployment  with  the  Federal  government.  Your  salary,  however, 
would  be  reduced  by  the  amount  of  your  annuity. 

We  appreciate  your  interest  and  will  inform  you  as  to  whether  or 
not  we  can  make  a  specific  job  offer  to  you  in  the  event  of 
mobilization.  If  you  have  any  questions  about  this  program  or  the 
completion  of  the  fora,  please  call _ at 


Sincerely, 


Enclosures  INITIAL,  CONTACT  OF  RETIRED  MILITARY 


SAMPLE 


SAMPLE 


De  ar 

Thank  you  for  responding  to  our  earlier  letter  as  an  indication 
of  your  willingness  to  return  to  duty  in  the  event  J  a  i.auonal 
emergency.  We  have  slotted  you  against  the  follow.'  g  mobilization 
position: 

Position  title,  pay  piar.  series,  grade:  _ _ 

Organization:  _ _ 

Installation:  _ _ 

A  copy  of  your  mobilization  position  (job  description  #  _ ) 

is  attached. 

To  assure  proper  placement,  after  reviewing  the  information  above 
and  the  enclosure,  please  complete  and  return  the  attacned  form  in  the 
return  envelope  provided.  If  you  agree  that  this  is  a  proper  match  to 
your  background  and  indicate  continued  interest  in  and  availability 
for  this  program  then  the  information  below  is  relevant  to  you. 

You  will  not  be  required  to  report  for  duty  until  full 
mobilization  is  declared/announced  by  the  President  or  other 
responsible  Federal  Government  official  via  television,  radio,  or 
other  news  media.  Effective  upon  declaration  of  full  mobilization, 
you  will  be  required  to  report  to  the  Civilian  Personnel  Office, 
(exact  building  and/or  room  number  and  local  installation).  You  will 
be  expected  to  report  as  soon  as  possible  but  not  later  than  7  days 
from  the  date  of  the  mobilization  announcement.  If  you  do  not  report 
within  this  time  frame,  we  will  assume  that  your  current  circumstances 
prevented  you  from  reporting  for  duty.  The  position  wil„  then  be 
filled  from  other  sources. 

When  reporting  for  duty,  you  should  have  a  copy  of  this  letter 
and  a  copy  of  your  retirement  Standard  Form  50,  Notification  of 
Personnel  Action,  with  you.  You  will  be  appointed  as  a  reemployed 
annuitant  under  the  Office  of  Personnel  Management  regulation  then 
current.  This  notification  of  selection  is  not  an  appointment  and 
does  not  of  itself  make  you  eLigible  to  receive  pay,  leave,  or  any 
other  benefit,  allowance,  or  privilege  applicable  to  Federal  civil’ 
employment . 

You  are  requested  to  notify  this  office  of  any  change  in  your 
address  or  any  change  in  your  personal  status  that  would  make  it 
unlikely  that  you  could  report  for  duty  upon  mobilization. 

point  of  contact  in  this  office  is  _  at 

Please  feel  free  to  call  or  write  us  if  you  have  any 
about  this  program,  your  pre as signment ,  or  your 
ities  in  the  event  of  a  national  emergency. 

Sincerely, 

Enclosures  PRE -AS SIGNMENT  OF  RETIRED  CIVILIAN 

SAMPLE 


Your 

ques  tions 
res  po ns ibi 1 
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SAMPLE 


De  ar 


Thank  you  for  responding  to  our  earlier  letter  as  an  indication 
of  your  willingness  to  return  to  duty  in  the  event  of  a  national 
emergency.  You  have  be  Bn  selected  for  the  following  mobilization 
position: 

Position  title,  pay  plan  series,  grade:  _ 


Organization: 
Ins  tal lat ion: 


A  copy  of  your  mobilization  position  (job  description  #  _ ) 

is  attached. 

To  assure  proper  placement,  after  reviewing  the  information  above 
and  the  enclosure,  please  complete  and  return  the  attached  form  in  the 
return  envelope  provided.  If  you  agree  that  this  is  a  proper  match  to 
your  background  and  indicate  continued  interest  in  and  availability 
for  this  program  then  the  information  below  is  relevant  to  you. 

You  will  not  be  required  to  report  for  duty  until  full 
mobilization  is  declared/announced  by  the  President  or  other 
responsible  Federal  Government  official  via  television,  radio,  or 
other  news  media.  Effective  upon  declaration  of  full  mobilization, 
you  will  be  required  to  report  to  the  Civilian  Personnel  Office, 
(exact  building  and/or  room  number  and  local  installation).  You  will 
be  expected  to  report  as  soon  as  possible  but  not  later  than  7  days 
from  the  date  of  the  mobilization  announcement.  If  you  do  not  report 
within  this  time  frame,  we  will  assume  that  your  current  circumstances 
prevented  you  from  reporting  for  duty.  The  position  will  then  be 
filled  from  other  sources. 

When  reporting  for  duty,  you  should  ha”e  a  copy  of  this  letter 
with  you.  You  will  be  given  an  Emergency  Indefinite  appointment. 
This  notification  of  selection  is  not  an  appointment  and  does  not  of 
itself  make  you  eligible  to  receive  pay,  leave,  or  any  other  benefit, 
allowance,  or  privilege  applicable  to  Federal  civilian  employment. 

You  are  requested  to  notify  this  office  of  any  change  in  your 
address  or  any  change  in  your  personal  status  that  would  make  it 
unlikely  that  you  could  report  for  duty  upon  mobilization. 

Your  point  of  contact  in  this  office  is  _  at 

_ .  Please  feel  free  to  call  or  write  us  if  you  have  any 

questions  about  this  program,  your  pre assignment ,  or  your 
responsibilities  in  the  event  of  a  national  emergency. 

5  i nee rely , 

Enclosures 


PRE -ASSIGNMENT  OF  RETIRED  MILITARY 
SAMP  i.  c 


SAMPLE 


I  am  interested  in  and  accept  the  offer  contained  in  your 
letter  of  _ .  _  Full-time  _  Part-time 

I  do  net  feel  the  position  offered  in  your  letter  of 

_  is  appropriate  for  me.  However,  if  you 

have  the  need  for  a  _ _ _ _ 

_  type  of  position,  I  would  be  interested  in 

such  a  position. 

I  am  no  longer  interested  in  participating  in  this  program. 


Print  Name  Signature  Date 

Correct  my  address  to:  _ 


RETURN  ACKNOWLEDGEMENT 
SAMPLE 
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SAMPLE 


De  ar 


Thank  you  for  responding  to  our  earlier  letter  as  an  indication 
of  your  willingness  to  return  to  duty  in  the  event  of  a  national 
emergency. 

Review  of  your  qualifications  indicates  that  you  would  be  an 
asset  to  us  at  the  time  of  an  emergency.  We  are,  therefore,  retaining 
your  application  for  future  slotting  against  a  mobilization 

requirement.  This  may  occur  prior  to  or  at  the  time  of  a  national 

emergency.  Should  you  be  placed  in  a  mobilization  position  at  the 
time  of  a  national  emergency,  you  would  be  notified  by  the  most 
expeditious  means  available  to  us  at  the  time.  Upon  official 
notification  of  assignment  to  a  specific  mobilization  position  and 

concurrent  request  to  report  for  duty,  you  will  be  expected  to  report 
as  soon  as  possible  but  not  leter  than  7  days  after  the  date  of 
notification.  Should  you  decline  the  assignment  or  not  report  within 
the  specific  time  frame,  we  will  proceed  to  fill  the  position  from 

other  sources . 

Upon  reporting  for  duty,  you  should  have  a  copy  of  this  letter 
and  a  copy  of  your  retirement  Standard  Form  50,  notification  of 

Personnel  Action,  with  you.  If  called,  you  will  be  appointed  as  a 

reemployed  annuitant,  under  the  Office  of  Personnel  Management 

regulations  then  current.  This  notification  of  selection  is  not  an 
appointment  and  does  not  in  itself  make  you  eligible  to  receive  pay, 
leave,  or  any  other  benefit,  allowance,  or  privilege  applicable  to 

Federal  civilian  employment. 

You  are  requested  to  notify  this  office  of  any  change  in  your 

address  or  any  change  in  your  personnel  status  that  would  make  it 

unlikely  that  you  could  report  for  duty  upon  mobilization. 

Your  point  of  contact  in  this  office  is  _  at 

_ .  Please  feel  free  to  call  or  write  us  if  you  have 

questions  about  this  program  or  your  responsibilities  in  the  event  of 
a  national  emergency. 


Sincerely, 


CONTINGENT  SELECTION  OF  RETIRED  CIVILIAN 
SAMPLE 
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SAMPLE 


Dear  _ : 

Thank  you  for  responding  to  our  earlier  letter  as  an  indication 
of  your  willingness  to  return  to  duty  in  the  event  of  a  nacional 
emergency . 

Review  of  your  qualifications  indicates  chat  you  would  be  an 
asset  to  us  at  the  time  of  an  emergency.  We  are,  therefore,  retaining 
your  application  for  future  consideration  for  a  mobilization 
requirement.  This  may  occur  prior  to  or  at  the  time  of  a  national 
emergency..  Should  you  be  slotted  against  a  mobilization  position  at 
the  time  of  a  national  emergency,  you  would  be  notified  by  the  most 
expeditious  means  available  to  us  at  that  time.  Upon  official 
notification  of  assignment  to  a  specific  mobilization  position  and 
concurrent  request  to  report  for  duty,  you  will  be  expected  to  report 
as  soon  as  possible  but  not  later  than  7  days  after  the  date  of 
noti f icat ion.  Should  you  decline  the  assignment  or  not  report  within 
the  specified  time  frame,  we  will  proceed  to  fill  the  position  from 
other  sources . 

Upon  reporting  for  duty,  you  should  have  a  copy  of  this  letter 
with  you.  If  called,  you  will  be  given  an  Emergency-Indefinite 
appointment.  This  notification  of  selection  is  not  an  appointment  and 
does  not  in  itself  make  you  eligible  to  receive  pay,  leave,  or  any 
other  benefit,  allowance,  or  privilege  applicable  to  Federal  civilian 
employment . 

You  are  requested  to  notify  this  office  of  any  change  in  your 
address  or  any  change  in  your  personal  status  that  would  make  it 
unlikely  that  you  could  report  for  duty  upon  mobilization. 

Your  point  of  contact  in  this  office  is 

_ .  Please  feel  free  to 

have  questions  about  this  program  or  your 
event  of  a  national  emergency. 

Sincerely, 


CONTINGENT  SELECTION  OF  RETIRED  MILITARY 
SAMPLE 


_  at 

call  or  write  us  if  you 
responsibilities  in  the 
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SAMPLE 


Dear 


Thank  you  for  responding  to  our  earlier  letter. 

We  have  reviewed  your  qualifications  and  determined  that  we  will 
not  be  able  to  offer  you  a  mobilization  position  here  at  (local 
installation)  that  would  match  your  experience.  We  appreciate  your 
willingness  to  return  to  duty  in  the  event  of  a  nationnal  emergency 
and  are  sorry  we  are  unable  to  utilize  your  services. 

Should  you  have  any  questions  about  this  program,  please  feel 

free  to  call  _ _ _  of  my  staff  at  _ 

Again,  thank  you  for  your  willingness  to  serve. 

Sincerely, 


THANK  YOU  LETTER  TO  RESPONDENT  WHO  DOES  NOT 
POSSESS  SKILLS  NEEDED  IN  MOBILIZATION 

SAMPLE 
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SAMPLE 


Dear  : 

has  abol  isbe'1  retain 
have  bef  a  identified 
We  ar  therefore , 
lobilization  position 

We  appreciate  your  willingness  to  serve  our  nation  during  a 
national  emergency  as  well  as  the  time  and  effort  you  have  devoted  to 
this  program.  Should  you  have  any  questions  pertaining  to  this 
action,  please  feel  free  to  call  _  of  my  staff 

at  __ _ .  ~  ~ 

S incerely , 


A  change  m  our  mobilization  requirements 
mobilization  positions  and  changed  others.  You 
as  one  of  those  affected  by  the  above  change, 
required  to  cancel  your  preassignment  to  the 
identified  in  our  letter  of 


CANCELLATION  OF  PREASSIGNMENT 
SAMPLE 
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SAMPLE 


Dear  _ 

In  our  letter  of  _  we  notified  you  that  we  had 

assigned  you  to  a  contingency  mobilization  requirement.  We  have  now 
placed  you  against  the  following  position: 

Position  title,  pay  plan  series,  grade:  _ _ 

Organization:  _ _ _ _ _ 

Installation:  _ _ _ _ _ 

A  copy  of  your  mobilization  position  (job  description  #  _ ) 

is  attached. 

To  assure  proper  placement,  after  reviewing  the  information  above 
and  the  enclosure,  please  complete  and  return  the  attached  form  in  the 
return  envelope  provided.  If  you  agree  that  this  is  a  proper  match  to 
your  background  and  indicate  continued  interest  in  and  availability 
for  this  program  then  the  information  below  is  relevant  to  you. 

The  above  change  from  a  contingent  assignment  to  a  specific 
preassignment  also  changes  the  way  you  will  be  reporting  for  duty. 
Under  this  specific  preassignment,  you  will  be  required  to  report  for 
duty  upon  declaration/announceraent  by  the  President  or  other 
responsible  Federal  Government  official  via  television,  radio,  or 
other  news  media  that  full  mobilization  is  in  effect.  You  will  be 
required  to  report  as  soon  as  possible  but  not  later  than  7  days  from 
the  date  of  the  mobilization  announcement.  If  you  do  not  report 
within  this  time  frame,  we  will  assume  that  your  current  circumstances 
prevented  you  from  reporting  for  duty.  The  position  will  then  be 
filled  from  other  source. . 

Upon  reporting  for  duty,  you  should  have  a  copy  of  this  letter 
and  a  copy  of  your  retirement  Standard  Form  50,  Notification  of 
Personnel  Action,  with  you.  You  will  be  appointed  as  a  reemployed 
annuitant  under  the  Office  of  Personnel  Management  regulations  then 
current.  This  notification  of  selection  is  not  an  appointment  and 
does  not  in  itself  make  you  eligible  to  receive  pay,  leave,  or  any 
other  oenefLt,  allowance,  or  privilege  applicable  to  Federal  civilian 
employment . 

You  are  requested  to  notify  this  office  of  any  change  in  your 
address  or  personal  status  that  would  make  it  unlikely  that  you  could 
report  for  duty  upon  mobilization. 

Your  point  of  contact  in  this  office  is _ at 

_ .  Plea3e  contact  us  if  you  have  questions  about 

this  program,  your  preassignment,  or  your  responsibilities  in  the 
event  )f  a  national  emergency. 

S incer ely , 

Enclosures 


CHANGE  FROM  CONTINGENT  TO  P  RE  AS  S I GN  ME  NT  OF  RETIRED  CIVILIAN 
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SAMPLE 


Dear 


In  our  letter  of  _  we  notified  you  that  we  had 

assigned  you  to  a  contingency  mobilization  requirement.  We  have  now 
placed  you  against  the  following  position: 

Position  title,  pay  plan  series,  grade:  _  _ 

Organization:  _ 

Ins  tallation: 


A  copy  of  your  mobilization  position  (job  description  #  _ ) 

is  attached. 

To  assure  proper  placement,  after  reviewing  the  information  above 
and  the  enclosure,  please  complete  and  return  the  attached  form  in  the 
return  envelope  provided.  If  you  agree  that  this  is  a  proper  match  to 
your  background  and  indicate  continued  interest  in  and  availability 
for  this  program  then  the  information  below  is  relevant  to  you. 

The  above  change  from  a  contingent  assignment  to  a  specific 
preassignment  also  changes  the  way  you  will  be  reporting  for  duty. 
Under  this  specific  pre as s ignment ,  you  will  be  required  to  report  for 
duty  upon  declaration/announcement  by  the  President  or  other 
responsible  Federal  Government  official  via  television,  radio,  or 
other  news  media  that  full  mobilization  is  in  effect.  You  will  be 
required  to  report  as  soon  as  possible  but  not  later  than  7  days  from 
the  date  of  the  mobilization  announcement.  If  you  do  not  report 
within  this  time  frame,  we  will  assume  that  your  current  circumstances 
prevented  you  from  reporting  for  duty.  The  position  will  then  be 
rilled  from  other  sources. 

Upon  reporting  for  duty,  you  should  have  a  copy  of  this  letter 
with  you.  You  will  bo  given  an  Emergency-Indefinite  appointment. 
This  notification  of  selection  is  not  an  ap,"'  ment  and  does  not  in 
'.tself  make  you  eligible  to  receive  pay,  leave,  or  any  other  benefit, 
allowance,  or  privilege  applicable  to  Federal  civilian  employment. 

You  are  requested  to  notify  this  office  of  any  change  in  your 
address  or  personal  status  that  would  make  it  unlikely  that  you  could 
report  for  duty  upon  mobilization. 

Your  point  of  contact  in  this  office  is _ at 

_ .  Please  contact  us  if  you  have  questions  about 

this  program,  your  press s ignment ,  or  your  responsibilities  in  the 
event  of  a  national  emergency. 


Enclosures 


S incer e ly , 


CHANGE  FROM  CONTINGENT  TO  PREASS  IGNMENT  OF  RETIRED  MILITARY 
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SAMPLE 


Dear 


Our  r.'cmMs  indicate  that  you  are  a  member  of  the  (local 
Las  Cal lation)  mobilization  program  preassigned  Co  Che  position  of 
_  with  Che 


Please  verify  your  continued  availabilicy  by  filling  out  the 
questionnaire  below  and  returning  it  to  us  in  the  enclosed  envelope. 
Should  you  need  any  information  on  your  status  in  the  program,  please 
contact  _  of  my  3taff  on  _ . 

S incer ely , 


Enclosure 


Name _ _  check  here  if  new  address 

(please  print) 

Address  _ 

Telephone:  ( _ ) _ 


Please  check  one: 


I  continue  to  be  available  for  the  mobilization  program. 

I  am  no  longer  available  for  the  above  mentioned 
mobilization  position,  but  would  be  available  for  a 
position  in  the _ area. 

I  am  no  longer  available  for  your  mobilization  program. 


(Signature) 


( Date ) 


ANNUAL  VALIDATION  OF  AVAILABILITY  OF  PREASSIGNED  INDIVIDUAL 

SAMPLE 
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SAMPLE 


De  ar 


Our  records  indicate  that  you  are  a  member  of  the  (local 
installation)  mobilization  program  on  a  contingent  assignment  basis. 

Please  verify  your  continued  availability  by  filling  out  the 
questionnaire  below  and  returning  it  to  us  in  the  enclosed  envelope. 
Should  you  need  any  information  on  your  status  in  the  program,  please 
contact  _  of  my  staff  on  _ . 

Sincerely, 


v.vc  losura 


Name  _ _  _  check  here  if  new  address 

(please  print) 

Address  _ 

Telephone:  ( _ ) _ 

Please  check  one: 

_  I  continue  to  be  available  for  the  mobilization  program. 

_ I  am  no  longer  available  for  your  mobilization  pr  jgram. 


(  S  i  gn  a  t  ur  e  ) 


(Date  } 


ANNUAL  VALIDATION  OF  AVAILABILITY  OF  CONTINGENT  INDIVIDUAL 

3  A  M  p  L  !• 


1-1  J. 


APPENDIX  J 


ORGANIZATION  AND  REQUIREMENTS 
RECRUITING  AREA  STAFFING  COMMITTEES 


A.  PURPOSE 


Recruiting  Area  Staffing  Committees  (hereafter  referred  to  as 
RASCs)  will  be  formed  in  all  areas  of  the  United  States  where  two  or 
more  DoD  installatins  are  located  within  the  same  recruiting  area: 

o  To  facilitate  premobilization  recruitment  planning 

o  To  prepare  to  handle  mobilization  recruiting 
requirements 

o  To  coordinate  the  fill  of  positions  based  on  priorities 
of  all  commanders 

o  To  function  as  the  geographical  area  candidate  referral 
organization  in  the  event  of  mobilization. 


B.  COMMITTEE  COMPOSITION 

1.  RASCs  will  be  composed  of  representatives  from  each  DoD 

servicing  Civilian  Personnel  Office  (CPO)  in  the  recruiting  area. 
RASC  members  will  most  likely  be  the  individuals  responsible  for 
mobilization  planning  within  each  CPO.  Additional  representation 
should  be  encouraged  from  the  local  employment  office  (LEO)  and 
the  Office  of  Personnel  Management  (OPM)  office. 

2.  To  facilitate  convening  the  first  meeting,  the 

representative  of  the  DoD  installation  with  the  largest 
civilian  work  force  in  the  recruiting  area  will  serve  as 
Interim  Chairman. 

3.  At  the  first  meeting  of  the  Committee,  a  permanent  Chairman 
will  be  chosen.  The  Chairman  shall: 

o  Coordinate  and  chair  all  meetings.  (During  startup  at 
least  quarterly,  thereafter  as  needed.) 

o  Encourage  participation  from  appropriate  non-DoD 
agencies  (i.e.,  VA  hospitals,  FAA,  etc.). 


C.  PLANNING  BEFORE  MOBILIZATION 


In  conjunction  with  the  LEO,  OPM, 
Contractors  in  the  area,  the  Committee 
toward  meeting  common  goals  that  can 
mobilization.  Such  goals  may  include: 


and,  as  appropriate,  DoD 
should  establish  and  work 
be  accomplished  prior  to 


A 
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1.  Identify  actual  and  potential  shortage  occupations  at  local 
installations,  including  tenant  activities. 

2.  Share  knowledge  of  mission  and  recruiting  requirements. 

3.  Where  competition  exists  between  activities,  recruitment 
thru  OPM  and  LEO  Resources  should  be  coordinated  through  the 
RASC. 

4.  Develop  locally  applicable  procedures  to  facilitate 

recruitment  and  allocation  of  scarce  manpower  resources. 
Methods  may  include: 

a.  Establish  priority  guidelines  for  allocations  based 

upon  predefined  agreements. 

b.  Coordinating  handling  of  information  received  from 
Defense  Manpower  Data  Center  (DMDC)  on  federal  civilian 
retirees  and  military  retirees  not  projected  for 
recall . 

c.  Coordinating  the  identification  of  excess  employees  of 

one  DoD  component  to  be  detailed.  reassigned  or 
relocated  to  other  DoD  components. 

d.  Contacting  non-DoD  Federal  agencies  to  obtain 

agreements  that  will  permit  loaning,  detailing  or 
reassigning  certain  personnel  from  their  work  force. 

e.  Contacting  local  unions  which  may  be  able  to  refer 

retirees  as  possible  candidates  for  hire. 

f.  Agreeing  on  the  preassignment  of  excess  employees  from 
one  installation  or  agency  to  another. 

g.  Coordinating  the  development  of  paid  advertising. 

These  activities  are  not  intended  to  be  either  all  inclusive 
or  mandatory  but  to  create  areas  for  discussion  in  Committee 
meetings.  The  objective  is  to  have  candidates  prepositioned 
for  as  many  mobilization  positions  as  possible. 


D.  ACTIVITIES  DURING  MOBILIZATION 


1.  Working  with  the  LEO  and  OPM,  supervise  the  recruitment  and, 
if  necessary,  the  allocation  of  manpower  resources. 

2.  Assure  an  equitable  sharing  of  manpower  resources  in  accord 
with  locally  established  priorities. 


3.  Resolve  disputes  over  conflicting  priorities  and 
requirements  between  installations.  It  is  imperative  that 
conflicts  be  resolved  locally  unless  expressly  directed  by 
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higher  headquarters.  Escalating  a  dispute  through  the  chain 
of  command,  while  possible,  would  be  neither  practical  nor 
timely. 
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APPENDIX  K 

TESTING  OF  MOBILIZATION  MANPOWER  PLANS 


A.  TESTING  IN  MAJOR  EXERCISES 

Exercises  that  are  Major  Command  or  Service-' 'ide  can  be  excellent 
testing  mechanisms  for  the  installation.  They  impose  external  and 
sometimes  unexpected  demands  on  the  installation,  permitting  it  to 
test  its  plans,  analyze  the  results  and  revise  the  plana  if  necessary. 
Some  major  exercises,  however,  do  not  fully  test  every  element  on  the 
installation,  leaving  parts  of  the  installation  plan  unevaluated. 
This  appendix  suggests  an  approach  the  installation  can  use  to  improve 
the  depth  and  breadth  of  testing  and  evaluation. 

B.  IDENTIFICATION  OF  SEPARABLE  OMITS  OF  ANALYSIS 

1 .  Division  of  the  Plan  into  Phases 

The  plan  should  be  divided  for  evaluation  if  not  already 
organized  into  time  phases.  Phase  changes  are  useful 
whenever  the  mission,  organization  or  workload  changes 
significantly  in  the  plan. 

2.  Division  into  Organizational  Elements 

Similarly,  the  evaluator  can  break  the  installation  down 
into  organizational  elements  for  analysis.  Each  element 
should  be  separable  from  others  such  that  inputs  to  the 
element  and  outputs  from  it  can  be  identified.  In  the  first 
such  evaluation,  these  elements  should  be  rather  large  and 
represent  major  functional,  as  well  as  organizational, 
areas . 

3 .  Possible  Need  for  Subphases 

Any  element  identified  for  evalu  ion  may  need  a  further 
division  of  one  or  more  of  the  plan  phases.  This  can  happen 
because  the  element's  workload  or  manning  is  scheduled  to 
change  during  one  of  the  plan  phases. 

4.  Unit  of  Analysis 

A  unit  of  analysis,  for  use  of  this  procedure,  is  one 
organizational  element  in  one  phase  (or  subphase)  of  the 
plan. 
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C.  PRIORITIES  OF  OBITS  OP  AHALTSIS 

A  detailed  examination  of  every  unit  of  analysis  may  require  a 
long  time,  so  to  ensure  that  the  most  critical  units  of  analysis  are 
addressed,  they  should  receive  first  priority.  That  priority  is  based 
on  the  criticality  of  the  unit  of  analysis  to  the  success  or  failure 
of  the  plan  as  a  whole.  Thus,  analysis  can  be  complete  and  corrective 
action  well  underway  on  the  top  priorities  before  examination  begins 
on  the  lowest  priorities. 

D.  EXAMINATION  OF  EACH  UNIT  OF  AHALTSIS 

1 .  The  Baseline 

The  normal  peacetime  operation  of  the  organizational  element 
is  probably  the  best  place  to  begin.  Are  statistics 
available  on  its  inputs  {directives,  materials,  patients, 
etc.)?  Its  outputs?  Its  average  on-duty  strength?  If  the 
data  are  not  on  hand,  can  they  be  obtained?  If  not,  are 
reasonably  good  estimates  possible? 

2.  The  Mobilization  Situation 


The  plan  analyst  now  needs  mobilization  estimates  for  the 
unit  of  analysis  that  parallels  the  baseline  information. 
If  the  information  is  not  in  the  plan  can  it  be  estimated? 
If  it  cannot  be  estimated,  a  realistic  exercise  may  be  the 
only  way  to  test  this  unit  of  analysis.  If  reasonable 
estimates  are  possible,  then  a  comparison  with  the  peacetime 
baseline  should  permit  a  conclusion  on  how  well  the  unit  of 
analysis  will  work  in  a  mobilization. 

3 .  Testing  the  Unit  of  Analysis 

a.  A  mini-exercise  to  test  the  unit  of  analysis  may  be 

needed.  The  need  may  be  critical  if  important  data  is 
not  otherwise  available  or  if  the  planned  mobilization 
operation  of  the  element  is  sufficiently  different  from 
peacetime  to  make  a  comparison.  Even  if  neither  of 

those  conditions  exists,  a  mini-exercise  may  be  very 
important  to  the  plan  as  a  whole  if  the  unit  of 
analysis  is  critical  to  the  success  of  the  entire  plan. 

b.  A  mini-exercise,  to  be  useful,  requires  careful  design. 
It  is  important  to  know  what  questions  the  exercise 
should  answer  and  to  plan  it  in  a  way  that  will  ensure 
answers  to  those  questions.  The  organizational  element 
can  be  isolated  from  normal  day-to-day  business, 
provided  with  the  expected  types  of  mobilization  inputs 
and  carefully  monitored  for  resulting  performance.  At 
the  same  time  that  the  element  is  isolated,  it  should 
remain  in  its  normal  location  if  that  is  where  it  is 
expected  to  work  in  mobilization.  On  the  other  hand, 
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if  the  plan  calls  for  it  to  move  then  it  should  be 
tested  in  its  mobilization  quarters.  There  must  be 
enough  testing  personnel  in  contact  with  the  element 
being  exercised  to  simulate  all  the  expected  external 
contacts  in  mobilization.  The  exercise  must  l’-t  long 
enough  to  attain  its  objectives  (not  easv  ;n  peacetime 
environment  with  daily  pressures  demanding  a.tention). 

E.  IBSTALLATIOH  LEVEL  ANALYSIS 

1 .  The  Test  Plan 

The  installation,  of  course,  should  schedule  analyses  and 
mini-exercises  to  determine  whether  the  installation 
mobilization  manpower  plan  is  workable.  In  addition  to 
testing  in  priority  order,  there  should  be  a  basically 
common  scenario  for  all  the  analyses  and  mini-exercises. 
Some  variations  are  possible  to  ensure  a  full  test  of  each 
functional  area.  The  results  at  any  time  in  the  testing 
program  should  provide  the  clearest  picture  possible  of  the 
viability  of  the  installation  plan  as  a  whole.  If  analysis 
alone  gives  very  reliable  results,  then  no  exercise  is 
needed  for  that  unit  of  analysis. 

2 .  Results 

Installation  planners  should  seek  several  types  of  results 
from  their  testing  of  the  plan.  Does  the  installation  need 
a  more  complete  or  clearer  statement  of  its  mobilization 
responsibilities?  Does  the  priority  assigned  to  units  of 
analysis  hold  up  or  does  the  plan  prove  highly  dependant  on 
one  or  more  low  priority  elements  and  affected  very  little 
by  others  of  high  priority?  If  some  units  of  analysis  prove 
to  be  stretched  too  much  and  others  too  little  what  courses 
of  action  can  resolve  the  imbalance?  Most  importantly  could 
the  installation  accomplish  its  mission  using  the  plan?  If 
not,  what  can  the  installation  itself  do  about  it? 

P.  PROGRESS IOM 

A  strong,  persistent  program  over  a  period  of  several  years  can 
ensure,  as  much  as  possible,  that  the  installation  plan  will  work  and 
work  well.  Such  a  program  will  include  an  annual  cycle  of  analyses 
and  tests  of  units  of  analysis.  It  will  also  include  the  thoughtful 
testing  of  the  plan  as  a  whole  in  major  exercises.  These  can  be 
excellent  opportunities  to  obtain  answers  to  questions  important  to 
the  installation  that  may  be  difficult  to  answer  by  the  installation 
itself  in  isolation. 
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APPENDIX  L 


SAMPLE  CIVILIAN  MOBILIZATION  PLAN  REVIEW 
AND  EVALUATION  WORKSHEET 


A.  INTRODUCTION 

Chapter  3,  Section  C  of  this  Handbook  addresses  mobilization  plan 
approval  and  evaluation.  Appendix  E,  above,  is  a  sample  Civilian 
Mobilization  Plan  that  might  be  used  as  a  model  for  installation 
planners.  Figure  L-l  is  a  worksheet  format,  which  is  based  on  the 
sample  plan  and  designed  to  assi3tn  in  the  plan  evaluation  process. 
To  be  useful  at  a  specific  installation,  the  workshet  would  have  to  be 
tailored  to  the  mobilization  plan  actually  in  use  there,  but  this 
sample  may  help  to  develop  one.  The  worksheet  should  indicate  the 
approving  authority,  such  as  the  installation  commander  or  a  designee. 


B.  WORKSHEET  DESCRIPTION 

1.  The  left  side  of  the  worksheet  is  an  outline  of  the  sections 
of  the  plan  itself.  Where  necessary,  subsections  should  be 
listed. 

2.  The  first  two  columns  ("Initial  Plan  Review")  are  for  the 
initial  review  and  approval  of  the  plan  as  discussed  in 
Chapter  3,  Section  C  of  the  Handbook.  As  each  section  is 
completed,  the  planner  fills  in  a  date  in  the  column  marked 
"Completed."  When  that  section  has  been  approved,  the 
"Approved"  column  should  be  filled  in  with  the  appropriate 
date.  Different  individuals,  representing  the  various 
functions  of  the  installation,  may  complete  the  various 
sections,  so  the  approving  authority  must  ensure  that 
everything  is  properly  coordinated. 

3.  The  next  two  columns  (under  "Premobilization  Actions 

Completed")  indicate  the  completion  of  those  actions  that 
the  plan  determines  should  be  done  before  mobilization. 
These  columns  are  not  applicable  to  the  first  eight  sections 
of  the  plan.  Sections  9  through  15  of  the  sample  plan 
(Appendix  E)  have  subsections  that  require  premobilization 
planning  actions  and  these  should  be  listed  on  the 

worksheet.  As  these  actions  are  completed,  the  planner 
fills  in  the  date  and  nature  of  the  action. 

4.  The  next  part  of  the  worksheet  is  for  recording  those 

actions  taken  to  revise  or  improve  the  plan  as  the  result  of 
mobilization  exercises.  These  columns  provide  a  place  to 
record  the  date  of  the  exercise  and  a  description  of  each 
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action  completed.  The  installation  mobilization  planner(s) 
can  add  additional  columns,  when  required,  to  accommodate 
the  results  of  additional  exercises. 

5.  As  indicated  in  Chapter  3,  Section  C  of  the  Handbook, 
installation  planners  should  completely  review  the  plan  at 
least  annually.  The  last  two  columns  of  the  worksheet 
("Annual  Review")  are  for  that  purpose.  The  intent  is  to 
enter  the  date  of  the  review  and  any  action  taken.  In 
subsequent  years,  columns  should  be  added  to  accommodate 
continuing  annual  reviews. 

6.  The  worksheet  shows  illustrative  entries  for  some  sections 
of  the  sample.  For  actual  plans,  all  sections  should  be 
covered  in  the  evaluation. 


f 
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APPENDIX  M 


P RE- EXERCISE  PREPAREDNESS  CHECKLIST 

1.  WORK  FORCE  8EQDIREMENTS  PLANNING 

Is  the  Civilian  Personnel  Office  (CPO)  ku  ledgeable  about  the 
planned  full  mobilization  missions  and  the  civilian  work  force 
required  to  perform  those  missions  at  all  installations  and  activities 
it  will  support? 

a.  Is  the  entire  civilian  work  force  required  for  full  mobili¬ 
zation  (through  M+180  days)  documented  and  approved  through 
appropriate  mobilization  planning,  manpower  planning, 
functional  office,  chain-of-command  and  civilian  personnel 
channels? 

b.  Is  the  required  wartime  civilian  work  for-Ce  ful  *.y  described 
by  OPM  occupational  series,  pay  plans,  grades  and  position 
descr  ipt  ions  which  are  sufficient  to  support  placement  of 
available  civilian  personnel  or  recruitment  of  new 
personnel,  if  required? 

c.  Does  the  CPO  have  adequate  information  about  the  timing  and 
priorities  of  installation  missions  and  their  civilian 
manpower  requirements  in  order  to  support  optimal  placement 
and  utilization  of  the  skills  of  available  civilian 
employees  and  determination  of  the  most  critical  or  time- 
sensitive  recruitment  actions? 

d.  Have  requirements  for  additional  contractor  support  in  the 
event  of  mobilization  been  documented  in  contracts,  when 
applicable,  in  a  form  that  obligates  the  contractor  to  be 
prepared  to  expand  performance  if  required. 

2.  WORK  FORCE  AVAILABILITY  PLANNING 

Does  the  CPO  know  which  of  its  current  civilian  employees  will 
continue  Co  be  available  to  fill  civilian  positions  curing 
mob i 1 ization? 

a.  Has  the  civilian  work  force  been  screened  to  ensure  that  the 
CPO  has  up-to-date  information  about  military  Reservists  and 
Retirees  who  would  be  recalled  to  military  duty? 

b.  Have  civilian  positions  been  reviewed  to  ensure  that  "Key 
Positions"  are  designated?  Have  civilian  employees  who 
occupy  Key  Positions  been  screened  for  military  obligations? 
In  cases  where  military  obligations  conflict  with  the 
continuity  of  the  incumbent  in  his/her  Key  Position  during 
mobilization,  has  action  been  taken  (in  accordance  with  DoD 
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Directives  1200.7  and  1352.1  and  Service  implementing 
gui^ince)  to  resolve  conflicting  obligations? 

c.  das  the  impact  of  the  military  draft  on  the  current  work 
force  been  assessed  and  included  in  planning  for  available 
employees? 

d.  Are  there  any  other  factors  (other  than  routine  employee 
attrition)  which  could  cause  significant  losses  during 
mobilization? 

e.  Are  there  part-time,  temporary  or  intermittent  employees  who 
would  be  available  to  fill  wartime  required  positions? 

3.  WORK  FORCE  UTILIZATION  PLANHIHG 

Has  planning  to  assign  all  available  employees  to  priority 
wartime  missions  been  accomplished? 

a.  Does  the  CPO  know  enough  about  secondary  and  tertiary  skills 
of  current  employees  to  plan  for  optimal  utilization  of  all 
employees  in  wartime  required  work? 

b.  Can  details  and  temporary  reassignments  be  used  to  cover 
immediate  workload  requirements  which  are  short-term  or 
until  new  employees  can  be  hired? 

c.  Is  the  CPO  staff  familiar  with  the  work  force  management 
flexibilities  and  delegated  authorities  which  can  be  used  to 
detail,  reassign  or  promote  employees  into  higher  priority 
muli  ilizat  ion  work  as  we  move  from  a  period  of  heightened 
tension  to  partial  mobilization,  declared  national  emergency 
and  full  mobi 1 izat ion? 

d.  Have  employees  who  perform  non-essential  or  low  priority 

peacetime  work  which  can  be  terminated  or  postponed  been 

identified  and  cross-trained,  as  required,  to  perform 
planned  wartime  essential  work? 

e.  Is  there  a  documented  plan  for  the  placement  of  each 

available  civilian  employee  in  a  position  which  best 

utilizes  his/her  skills  to  meet  wartime  mission 

requirements? 

4.  WORK  FORCE  RECRUITMENT  PLANHIHG 

Is  the  CPO  prepared  to  recruit  the  additional  civilian  employees 
required  to  replace  mobilization  losses  and/or  expand  the  work  force 
to  meet  wartime  missions? 

a.  After  optimal  placement  of  all  available  civilian  employees 
has  been  planned,  which  wartime  positions  remain  vacant? 
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b. 


Within  commuting  distance,  are  there  DoD  civilian  annuitants 
wi'h  needed  mobilization  skills  who  are  willing  and  able  to 
be  reemployed  in  vacant  civilian  mobilization  positions? 


c.  Within  commuting  distance,  are  there  military  retirees  who 

are  not  subject  to  recall  to  active  duty  (e.g.  Jisabled  or 
over  age  60)  with  needed  mobilization  skills  -  m  are  willing 
and  able  to  be  employed  in  vacant  -vilian  mobilization 
pos  it  ions  ? 

d.  Are  vacant  positions  adequately  described  and  classified  to 

support  recruitment? 

e.  Are  vacant  positions  coded  by  DOT  code  to  enable  state  and 
local  employtent  offices  to  assist  in  recruitment 
e  f  f  ic ient ly ? 

f.  Are  procedures  established  to  recruit  through  the 

appropriate  0PM  offices  for  different  kinds  of  skills,  as 
required? 

g.  Based  on  peacetime  experience,  is  the  local  market  likely  to 
be  able  to  provide  needed  skills?  What  skill  groups  mu3t  be 
recruited  from  outside  the  local  area? 

h.  Based  on  peacetime  experience,  what  means  of  advertisement 

and  other  recruitment  methods  are  likely  to  be  successful 
for  particular  skill  groups? 

i.  When  applicable,  have  labor  unions  or  professional 

organizations  been  consulted  and  encouraged  to  assist  with 
wartime  recruitment  planning? 

5.  RECRUITIHG  AREA  STAFFING  COMKITTKK  PLANNING 

(NOTE:  This  section  applies  to  3II  DoD  installations  that  share 

their  local  recruitment  area  with  other  DoD  installations.) 


Has  the 

CPO 

d«?  c  ermined 

its  local 

recruit ing 

area  and 

the 

other  DoD 

ins  t 

:a 1  la  t ions 

with  which 

it  competes 

in  that  are 

a? 

Has  the  GPO  a 

ppointed  a 

representat 

:Lve  to  part 

icipate  in 

the 

establishment 

and  continuing  mobilization 

preparedness 

ac  t ivi t  ie 

s  of 

a  local 

recruiting 

ares  staff: 

mg  committee? 

If  the 

Lns  ta 

llation  h, 

as  the  largest  number 

of  civil 

ian 

employees 

in 

the  area 

,  has  the 

appointed 

representat 

ive 

convened 

Che 

first  meet 

ing  of  the 

recruit ing 

area  staff 

ing 

committee 

7 

Has  the 

area 

commit  tee 

met;  established  its 

own  operat 

ing 

procedures,  rules  and  officers;  and,  developed  a  working 
agenda  for  mobilization  planning? 
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d.  Does  Che  area  committee  have  at  least  a  general 

understanding  of  the  numbers  and  skills  that  would  need  to 
be  recruited  within  the  recruiting  area  to  meet  member 

installation  needs?  Have  plans  been  made  to  obtain  and 
compile  actual  mobilization  recruitment  projections  by  OPM 
and  DOT  code  when  they  are  developed  by  member 

installations? 

e.  Has  each  of  the  member  installations  prioritized  its  new 

hire  needs  based  upon  mission  criticality,  timing  and  other 
issues  and  has  the  committee  developed  procedures  to  assure 
equitable  distribution  of  available  new  hires  to  meet  the 
prioritized  requirements? 

f.  Have  the  committee  representatives  explored  opportunities  to 
share  or  redistribute  the  skills  of  excess  or  under-utilized 
civilian  personnel  from  one  installation  to  meet  critical  or 
higher  priority  missions  at  other  installations  in  the  area? 

g.  Has  the  committee  shared  lists  of  civilian  annuitants  and 

older  or  disabled  military  retirees  who  are  available  in  the 
commuting  area  in  order  to  fully  utilize  all  available 

skills  from  these  lists? 

h.  Does  the  committee  have  a  sound  understanding  of  the  local 

labor  market  and  techniques  to  improve  local  recruitment? 

i.  Has  the  committee  considered  potential  efficiencies  to  be 

gained  from  joint  advertising  and  other  joint  recruitment 
initiatives  for  particular  skills? 

j.  Has  the  committee  considered  potential  efficiencies  to  be 

gained  from  assigning  responsibility  for  recruitment  of 
particular  skills  among  its  member  installations? 

k.  Has  the  committee  established  its  working  procedures  to 

inc lude : 

o  Compiling  new  hire  requiements  for  OPM  recruitment? 

Compiling  new  hire  requirements  by  DOT  code  for  local 
employment  office  recruitment? 

o  Allocating  available  supplies  of  employees  from  OPM  and 
local  employment  office  lists  to  member  installations 
according  to  established  priorities? 

Exploring  alternative  methods  to  meet  mobilization 
requirements  for  civilian  manpower  skills? 
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APPENDIX  N 


SERVICE  REQUIREMENTS  PLANNING  SYSTEMS 


Following  is  a  highly  abbreviated  description  of  the  systems  used 
by  each  Service  in  developing  its  wartime  manpower  requirements. 

A.  ARMY 

The  Army  Mobilization  and  Operations  Planning  Sysem  (AMOPS) 
supports  the  JSCP,  provides  guidance  on  force  availability,  force 
allocation  and  functional  planning,  and  integrates  OPLAN  TPFDL 
requirements  planning  with  Army  mobilization  planning.  The  Army 
Mobilization  Plan  (AMP)  is  the  collected  set  of  mobilization  plans 
produced  by  the  Department  of  the  Army  and  its  major  commands.  The 
Forces  Command  (FORSCOM)  Mobilization  and  Deployment  Planning  System 
(FORMDEPS)  supplements  AMOPS  and  governs  development  of  Reserve 
Component  unit  plans,  FORSCOM  subordinate  installation  and  unit 
mobilization  plans  and  the  Mobilization  Troop  Basis  Stationing  Plan 
(MT3SP).  The  MTBS?  schedules  the  time-phased  mobilization  of  Reserve 
component  units,  assigns  mobilization  stations  and  provides  details  of 
deployments.  In  a  similar  manner,  the  Training  and  Doctrine  Command 
(TRADOC)  has  their  Mobilization  and  Operations  Planning  System  (TMOPS) 
which  provides  guidance  and  direction  for  their  installations  in 
preparing  their  individual  mobilization  plans.  One  major  output  from 
this  system  is  the  Training  Base  Expansion  Plan.  Ocher  major  commands 
such  as  the  Health  Services  Command  and  the  Army  Materiel  Command  also 
prepare  their  respective  mobilization  plans. 

These  major  command  documents  provide  the  necessary  guidance  for 
individual  ins tal la t icns  to  develop  their  time-phased  mobilization 
workloads.  All  installations  then  can  develop  their  mobilization 
manpower  requirements  based  on  this  workload  and  mission  guidance 
from,  and  in  coordination  with,  their  parent  major  command  to  meet 
surge  and  operational  requirements.  Wartime  requirements  are 

documented  for  each  organization  in  Mobilization  Tables  of 
Distribution  and  Allowances  (MOBTDA).  The  Mobilization  Base  Resource 
Planning  System  (MOBREPS)  is  the  management  information  system 
assigned  to  provide  the  Army  installations  the  guidance  they  need  to 
develop  their  mobilization  TDAs. 


B.  NAVY 


The  Navy  Capabilities  and  Mobilization  Plan  (NCMP)  is  the  basic 
Navy  document  for  providing  guidance  and  allocating  forces  in  support 
of  the  JSCP  and  specific  OPLANS.  It  also  provides  general  direction 
and  guidance  to  second  and  third  echelon  commands  for  developing 
Logistics  Support  and  Mobilization  Plans  (LSMP).  Mobilization 
manpower  requirements  are  developed  through  the  Navy  Manpower 
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Mobilization  System  (NAMMOS),  based  on  projected  workload  changes  by 
functional  category  of  manpower.  Resulting  requirements  are 
documented  in  the  Navy  Manpower  Data  Accounting  System  (NMDAS).  This 
system  includes  both  peacetime  and  mobilization  billets  and  positions 
for  each  ship,  squadron,  and  shore  installation  input  via  the  1000/4A 
or  Manpower  Change  Request  process. 


C.  AIR  FORCE 

The  Air  Force  War  and  Mobilization  Plan  (WMP)  supports  the  JSCP, 
documents  manpower  force  availability,  provides  functional  planning 
guidance,  and  integrates  OPLAN  TPFDL  requirements  planning  with  Air 
Force  mobilization  planning.  An  annual  scenario-based  requirements 
exercise  (MANREQ)  analyzes  wartime  manpower  requirements  versus 
manpower  assets.  The  analysis  combines  overseas  and  CONUS  sustaining 
requirements  using  designated  OPLAN  force  schedules  in  conjunction 
with  a  support  force  sizing  exercise  (FORSIZE)  to  determine  total 
requirements.  Major  commands  identify  their  deployment  requirements 
and  develop  their  CONUS  sustaining  requirements  to  support  wartime 
activity  levels.  They  provide  wartime  manpower  requirements  to  the 
base  level  to  support  mobilization  and  CONUS  sustainment  planning. 
Most  validated  requirements  are  documented  in  command  aid  base  level 
manpower  data  systems.  Coding  indicates  whether  requirements  are: 
matched  by  an  authorization,  deployable  or  in-place,  used  in  same  or 
different  unit,  matched  by  a  peacetime  requirement,  or  available  for 
use  elsewhere  although  required  in  peacetime.  Requirements  in  the 
Base  Manpower  Data  System  are  the  basis  for  producing  each  Air  Force 
units'  Wartime  Unit  Manpower  Document  (WUMD). 


D.  MARINE  CORPS 

The  Marine  Corps  planning  process  develops  two  key  related  plans. 
The  Marine  Corps  Capabilities  Plan  (MCP)  directly  supports  the  JSCP 
and  requirements  of  specific  OPLANS.  The  Marine  Corps  Mobilization 
Management  Plan  (MPLAN)  governs  planning  and  implementation  of 
selected,  partial,  and  full  levels  of  ntob  i  1  iza  t  ion.  Annex  F  (Manpower 
Plan)  to  the  MPLAN  provides  detailed  guidance  and  instructions  for  the 
manpower  and  personnel  aspects  of  mobilization  planning.  Based  on 
mission,  workload,  and  functional  guidance  from  Marine  Corps 
Headquarters,  each  installation  determines  its  wartime  requirements. 
After  validation,  requirements  are  coded  and  documented  in  non-Fleet 
Marine  Force  (non-FMF)  Wartime  Series  Tables  of  Organization  (W-Series 
T/Os).  FMF  unit  manpower  requirements  are  developed  in  Wartime  Troop 
Lists  to  support  the  TPFDL  for  each  operation  plan. 
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APPENDIX  O 


TINE -PHASING  OF  MANPOWER  TO  MEET  TIME-PHASED  WORKLOAD 

A-  PURPOSE 


Effective  management  of  manpower  during  a  mnbiliza-ion  requires 
that  manpower  be  time-phased  to  meet  the  time-phasing  of  missions  and 
workloads  that  the  installation  will  have  after  M-Day.  Time-phasing 
is  necessary  to  synchronize  manpower  requirements  with  decreases  and 
increases  in  workload  as  they  occur  over  time,  recognizing  that 
various  functions  expand  and  reduce  at  different  time  intervals.  This 
appendix  describes  briefly  the  process  of  time-phasing  manpower  to 
match  workload  changes. 


B.  WORKLOAD  CHANGES 

1.  Planning  Guidance.  The  key  to  time-phasing  manpower  is 
having  a  clear  definition  of  time-phased  mobilization 
workload  changes.  Installations  normally  look  to  their 
higher  headquarters  for  this  guidance  which  identifies  the 
functions  and  workloads  that  increase  and  decrease  and  at 
what  point  in  time  after  M-Day  those  changes  are  planned  to 
occur.  The  guidance  should  identify  the  following  kinds  of 
planning  factors  and  the  timing  associated  with  each: 

a.  Mobilization  missions  and  tasks.  Examples  are 

mobilization  and  processing  of  Reserve  Component  units, 
support  of  deployments,  pre-  and  post-mobilization 
training,  sustaining  and  residual  missions,  and  support 
of  tenant  activities  of  other  commands  and  Services. 

b.  Wartime  functional  concept  that  affect  workload, 
including  changes  in  priority. 

c.  Functional  workloads,  production  schedules,  and 


activity  rates,  including  base  population 

Workloads  that  are: 

load 

ing. 

(1) 

Not  performed  in  peacetime  but  will 
in  wartime. 

be 

performed 

(2) 

Performed  in  peacetime  but  will  not 
in  wartime. 

be 

performed 

(3) 

Performed  in  peacetime  but  will 
decrease  in  wartime. 

increase  or 
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(4)  Performed  in  peacetime  by  military  personnel  but 
will  be  performed  by  civilians,  contractors,  or 
recalled  retirees  in  wartime.  If  guidance  on 
time-phased  mobilization  workload  is  incomplete  or 
unclear,  installations  should  request 

clarification  from  higher  headquarters. 

Workload  Characteristics.  The  kinds  of  workload  changes 
'that  will  occur  in  making  the  transition  from  peacetime  to 
wartime  operations  will  vary  from  one  installation  to 
another.  Some  installations  may  continue  their  peacetime 
mission  but  with  greatly  accelerated  rates  of  activity  and 
production.  Others  may  assume  new  wartime  missions  and 
workloads,  such  as  receiving,  processing  and  deploying 

reserve  units.  At  most  installations,  while  essential 
mobilization  workloads  are  increased,  selected  peacetime 
functions  that  are  not  critical  to  support  of  combat  forces 
are  reduced,  discontinued,  or  temporarily  deferred  in  ord_r 
to  release  manpower  for  more  urgent  duties. 

Turning  and  Sequence.  Relative  priorities  and  practical 

constraints  determine  the  timing  and  sequential  order  of 
specific  workload  changes.  An  installation  may  undergo  a 
total  increase  in  mobilization  workload,  but,  within  that 
total,  the  workloads  of  separate  functions  are  likely  to 

fluctuate  up  or  down  over  time  to  meet  priorities  and 
constraints.  For  example,  in  order  to  us.  available 

manpower  and  plant  capacity  to  prepare  critical  equipment 
for  early  deployment,  a  repair  and  maintenance  shop  may 
defer  routine  maintenance.  Likewise,  packaging  and  shipment 
workloads  would  be  time-phased  with  the  availability  of  the 
equipment  to  be  shipped  and  required  transportation. 
Deferrable  housekeeping  and  administrative  functions  may  be 
curtailed  to  release  manpower  and  space  for  housing, 
messing,  and  processing  of  early  mobilizing  reserve  units. 
Some  mobilization  tasks,  such  as  deployment  of  units,  may 
peak  and  then  phase  out  when  completed.  Other  tasks,  such 
as  production  and  supply,  may  build  up  gradually  and 
continue  at  high  activity  rates.  Figure  0-1  shows  an 
example  of  how  workloads  might  be  time-phased  in  relation  to 
the  support  and  processing  of  a  mobilized  reserve  unit. 


C.  MANPOWER  AND  PERSONNEL 

The  time-phasing  of  workloads  outlined  above  provides  the  basis 
for  developing  corresponding  time-phased  wartime  requirements  for  the 
numbers,  skills,  and  grades  of  military  and  civilian  manpower  as  well 
as  the  requirements  for  contract  services  needed  by  each  organization 
and  installation.  These  requirements,  in  turn,  are  the  basis  for 
planning  and  implementing  time-phased  personnel  realignment  and  fill 
actions  to  meet  mobilization  needs. 
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.  Illustrative  Time-Phasing  of  Workloads  for  Support  and  Deployment  of  Mobilized  Reserve  Unit 
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EXAMPLES  OF  METHODS  FOR  FILLING 
MILITARY  MANPOWER  NEEDS 


A.  PPRPOSE 

It  will  often  be  necessary  to  realign  available  manpower  to 
satisfy  the  requirements  of  mission  and  workload  changes  that  occur  on 
mobilization.  The  objective  of  such  realignments  is  simply  to  ensure 
timely  and  effective  use  of  available  manpower  in  meeting  the  most 
urgent  needs  of  the  emergency  situation.  Specific  manpower 

requirements  may  last  throughout  the  contingency  or  may  require  only 
temporary  solutions.  In  cases  where  requirements  are  firm,  planners 
may  be  able  to  project  actual  personnel  realignments  in  advance. 
Other  cases  may  require  real-time  selection  of  personnel  at  the  time 
the  need  arises.  As  a  minimum,  personnel  planners  should  determine 
and  plan  in  advance  the  procedures  for  accomplishing  such  realign¬ 
ments.  The  following  sections  describe  examples  of  methods  that 
Services  use,  or  plan  to  use,  in  filling  emergency  military  manpower 
needs. 


B.  CROSS-LEVELING 


1.  Background.  The  Army's  Mobilization  Cross-Leveling  (MCL) 
system  is  an  automated,  real-time  system  to  support  major 
command  redistribution  and  installation  cross-leveling  of 
available  military  personnel.  MCL  was  tested  in  1982  and 
approved  as  an  interim  system  for  use  until  replaced  by  the 
Total  Army  Personnel  Data  Base  (TAPDB)  which  is  in 
development.  Personnel  assignments  under  MCL  are  permanent 
rather  than  temporary. 

2.  Definitions^ 

a.  Cross-leveling.  Assignment  or  transfer  of  personnel 
within  a  major  command  and  at  an  installation  at  unit 
or  installation  direction. 

b.  Redistribution.  Assignment  or  transfer  of  personnel 
between  installations  of  a  major  command  directed  by 
intermediate  or  major  command  headquarters. 


Unless  identified  as  extracted  from  JCS  Pub  l,  terminology  herein  i3 
not  standard  within  the  DoD  and  is  applicable  only  in  the  context  of 
this  document. 
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c.  Distribution.  Assignment  or  transfer  of  personnel 
between  major  commands  directed  by  "wholesale" 
agencies,  such  as  the  Army  Military  Personnel  Center. 

Concept.  Upon  mobilization,  personnel  distribution  shifts 

from  centralized  peacetime  procedures  to  a  decentralized 

concept  that  includes: 

a.  Directing  "stop  loss"  actions  to  stabilize  the  force. 

b.  Delegating  distribution  authority  to  the  lowest  levels, 
with  major  commands  becoming  primary  managers  of 
personnel  assets. 

c.  Applying  management  by  exception  where  intermediate  and 
higher  headquarters  deal  only  with  problems  that  lower 
levels  cannot  resolve. 

d.  Replacing  peacetime  by-name  assignments  with  bulk  levy 
procedures . 

MCL  Capabilities.  MCL  lets  personnel  managers: 

a.  Generate  reports  of  required  and  assigned  as  well  as 
net  overages  and  shortages  by  skill  and  grade  for 
commands  and  units. 

b.  Search  for  individuals  by  skill  and  grade  combinations 
within  a  specified  installation  or  unit. 

c.  Cross-level  or  reassign  individuals  between  units. 

d.  Change  manpower  requirements  at  the  unit  level,  as 
needed,  by  updating,  adding,  or  deleting  individual 
records . 

e.  Mobilize  or  "fence"  units  on  the  system. 

MCL  Limitations. 

a.  MCL  is  an  information  system;  not  a  decision  making 
system.  It  provides  the  data  to  assist  in  making 
personnel  management  decisions. 

b.  As  an  interim  system,  MCL  does  not  interface  with  the 
Standard  Installation  Division  Personnel  System 
(SIDPERS).  Personnel  managers  must  initiate  and  track 
SIDPERS  transactions  for  consistency  with  MCL  actions. 

c.  While  MCL  immediately  reflects  decisions,  it  does  not 
move  the  people. 


d.  MCL  identifies  neither  the  deployability  or  non¬ 
deployability  of  people  the  deployable  people  displaced 
by  retirees  or  non-deployable  people. 

e.  MCL  identifies  only  overall  shortages;  not  critical 
shortages.  The  commander  must  sti.11  make  this 
determination. 


C.  OTHER  METHODS 

1.  Temporary  Detailing.  Most  Services  use  temporary  procedures 
for  detailing  personnel  from  functions  that  can  be  curtailed 
or  deferred  to  fill  manpower  needs  in  new  or  expanding 
wartime  functions.  Whether  formal  or  informal,  these 
methods  usually  involve  the  following  steps: 

a.  Project  authorized  wartime  vacancies  and  personnel  that 
are  eligible  for  temporary  assignment  or  detailing. 

b.  In  concert  with  functional  managers,  determine 
priorities  and  time-phasing  for  filling  vacancies  by 
function  and  position. 

c.  Earmark  personnel  by  primary  or  secondary  skill 
qualifications  to  fill  vacancies. 

d.  Plan  to1  fill  non-deployable  wartime  positions  with 
retirees,  if  appropriate. 

e.  Train  personnel  in  peacetime  to  perform  their  wartime 
duties,  through  refresher  training  of  cross-training. 

f.  Test  responsiveness  and  effectiveness  through  periodic 
exercises. 

2.  Marine  Corps  Mobilization  Personnel  Processing 

a.  Where  required,  Marine  Corps  bases  use  temporary 
detailing  to  attain  an  immediate  24-hours-per-day ,  7- 

days-per-week,  capability  for  processing  incoming 
reservists  and  retirees.  For  example,  a  mobilization 
personnel  processing  center  may  have  a  peacetime  cadre 
of  ten  full-time  active  duty  personnel,  and  require  200 
augmentees  for  full  wartime  manning.  Mobilization 
plans  provide  for  the  detailing  of  active  duty  base 
personnel  as  initial  augmentees.  Upon  mobilization, 
selected  base  activities  furnish  the  augmentees  from 
their  own  resources  according  to  predesignated  skill 
requirements  and  tasking. 
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o.  During  peacetime,  augmentees  receive  periodic  training 
and  participate  aa  a  processing  unit  in  live  exercises 
to  maintain  proficiency.  The  manning  concept  calls  for 
providing  fillers  to  the  Fleet  Marine  Forces  using 
Individual  Ready  Reservists  (IRR)  and  filling  billets 
in  supporting  bases  and  stations  with  retirees.  The 
mobilization  personnel  processing  centrs  perform  a  full 
range  of  processing  functions,  including  personnel, 
legal,  medical  and  dental,  personal  affairs,  finance, 
supply,  transportation,  billeting,  food  service,  and 
security  support. 

3.  Air  Force  Personnel  Support 

a.  The  Air  Force  uses  a  system  of  predesignated  deployable 
personnel  teams  to  provide  personnel  support  of 
contingency  operations.  The  system  of  automated  and 
backup  manual  procedures,  hardware,  and  the  deployable 
teams  is  collectively  called  Personnel  Support  for 
Cont ingencies  (PERSCO). 

b.  The  mission  of  PERSCO  teams  is  to  support  the  deployed 
combat  commander  by  maintaining  strength 
accountability;  processing  actions  to  fill  shortfall, 
backfill,  and  attrition  vacancies;  and  providing  other 
personnel  support  for  deployed  and  in-place  forces, 
including  civilian  employees  that  deploy  in  support  of 
contingency  operations. 

c.  PERSCO  may  operate  either  in  support  of  specific  OPLANs 
or  in  support  of  contingencies  where  no  OPLAN  is 
involved.  Major  commands  and  the  reserve  forces 
provide  PERSCO  teams  from  selected  base  personnel 
offices  according  to  OPLAN  tasking  requirements.  The 
tasking  as  well  as  the  team  composition  and  its 
equipment  are  keyed  directly  to  personnel  strengths  and 
to  the  operating  environment  at  each  employment  base 
that  requires  support  in  a  particular  OPLAN. 

d.  Preassigned  PERSCO  team  members,  including  alternates, 
receive  specified  recurring  training  and  participate 
in  live  exercises  to  test  effectiveness  and  response. 
Team  members  must  be  available  for  deployment  24-hours 
a  day.  They  must  be  ready  to  deploy  with  six  hours  of 
initial  alert  or  deployment  notification.  The  use  of 
multiple  manning  and  on-call  shift  scheduling 
facilitates  this  response  capability. 

4.  Air  Force  Augmentation  Programs 

a.  WARSKIL.  For  several  years,  the  Air  Force  used  the 
centrally  managed  WARSKIL  program  as  a  means  of 
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providing  personnel  augmentation  and  offsetting 

aggregate  shortages  in  selected  skills  needed  in 

wartime  or  for  contingencies.  In  practice,  the 
centralized  management  concept  lacked  sufficient 

flexibility  and  responsiveness  in  balancing  ’•anidly 
changing  requirements  and  resources.  Therefore, 

WARSKIL  has  been  discontinued  in  favor  of  other,  more 
effective  augmentation  procedures. 

b .  READY  Program. 

(1)  The  Air  Force  has  developed  and  tested  a 

decentralized  program  called  the  Resource 
Augmentation  Duty  (READY)  program.  The  READY 

program  is  managed  at  base  level  on  the  premise 
that  the  local  commander  is  in  the  best  position 
to  evaluate  the  need  for  augmentation  and  to  align 
available  personnel  to  meet  loc">l  wartime  or 
contingency  requirements. 

(2)  READY  augmentation  is  designated  to  meet  ir.place 

wartime,  contingency,  or  other  emergency 
situations,  including  support  of  OPLANs.  It  does 
not  normally  include  people  tasked  for  mobility  or 
deployment  in  support  of  approved  OPLANs;  these 
people  are  managed  separately  through  the 

Contingency  Operation  Mobility  Planning  Execution 
System  (COMPES)  which  directly  supports  the  JCS 
Joint  Operation  Planning  and  Execution  System 
(JOPES).  The  selection  of  personnel  for  READY 
augmentation  duty  is  based  on  the  commander's 
assessment  of  available  resources,  operational 
requirements,  time-phasing,  and  relative 

priorities.  The  augmentation  duty  is  effective 
for  the  duration  of  the  emergency;  it  does  not 
affect  an  individual's  assigned  skill  specialty, 
but  may  require  peacetime  training  in  specific 
augmentation  duties.  Periodic  live  exercises 

supplement  individual  training  and  test  unit 
ef  fectiveness. 

(3)  The  READY  program  is  linked  to  the  personnel  data 

system  to  account  for  personnel  and  track  the 
status  of  the  numerous  augmentation  programs  that 
exist  at  most  Air  Force  bases.  Coding  procedures 
identify  people  who  are  trained  for  duties  in 
support  of  specific  functions.  Personnel  in  the 
READY  program  will  augment  a  broad  range  of 
emergency  functions.  Some  examples  are:  mobility 
control  centers,  air  cargo  and  passenger 

terminals,  rapid  runway  repair,  motor  pool 
operations,  personnel  control  centers,  disaster 
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preparedness,  medical  services,  weapons  loading, 
battle  staffs,  command  posts,  exercise  evaluation 
teams,  security,  and  law  enforcement. 
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APPENDIX  Q 


PLANNING  FOR  CIVILIAN  MOBILIZATION  RECRUITMENT 

A-  CONCEPT  OF  FIGURE 


Figure  Q-l  shows  Che  relationship  among  Che  various  steps  in 
planning  for  mobilization  recruitment  of  Federal  civilian  employees. 
Those  steps  shown  as  parallel  to  one  another  can  be  accomplished 
simultaneously.  A  step  shown  immediately  following  one  or  more  other 
steps  depends  on  the  complecion  of  Che  preceding  steps  before  it  can 
begin.  For  example,  Step  l  must  be  completed  before  Step  2  begins, 
but  Step  3  can  be  accomplished  and  time  during  the  period  required  for 
Steps  1  and  2.  Both  Steps  2  and  3  must  be  completed  before  Step  4 
begins.  Tenant  organizations  should  take  Steps  1-15  concurrently  and 
in  coordination  with  the  host  installation.  Figure  Q-l  follows  the 
description  of  the  individual  steps. 


B.  DESCRIPTION  OF  PLANHINC  STEPS 


The  numbered  description  below  refer  to  the  steps  (arrows)  on 
Figure  Q-l  with  the  corresponding  numbers: 

1.  Compare  peacetime  and  mobilization  author izat ion  documents 
and  develop  lists  of: 

a.  Common  positions 

b.  New  positions  on  mobilization 

c.  Positions  made  excess  by  mobilization 

2.  Prepare  a  separate  abbreviated  file  of  job/position 

descr  ipt  ions  for  all  new  mobilization  jobs  that  are  not 

authorized  in  peacetime.  Include  the  Dictionary  of 

Occupational  Titles  (DOT)  codes  on  all  requests  for 

personnel  actions  that  accompany  abbreviated  job/position 
descriptions. 

3.  Obtain  from  functional  managers  the  time-phased  work  force 
priorities  to  meet  the  most  urgent  mission  requirements 
during  roobi lizat ion. 

4.  Through  functional  managers  identify  all  key  positions. 

5.  Identify  all  employees  who  are  likely  to  receive  a  military 

call-up  in  the  early  stages  of  mobilization.  For  planning 

purposes  these  should  include  all  Ready  Reservists,  military 

retirees  under  60  years  of  age  who  did  not  retire  on 
disability  and  are  not  Key  Employees,  and  20-year-old  males 
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with  no  known  physical  disqualifications.  Depending  on 
Service  policies  and  the  individual  skills,  Standby 
Reservists  may  be  included. 

6.  Develop  and  maintain  current  lists^  of: 


a. 

Federal  civilian  retirees 

in  the  local  ar^a 

b. 

Local  military  retirees 

not 

likely  to 

be  recalled  to 

active  duty. 

c . 

Civilian  and  military  family 

members 

(when 

practical 

and  including  both  local 

and 

returning 

from 

overseas) 

with  useful  skills  who 

want 

to  fill 

a  mobi lization 

position. 

7.  Arrange  for  local  U.S.  Employment  Service  offices  to  provide 
expanded  recruitment  and  referral  services  on  mobilization, 
and  determine  the  capabilities  of  other  local  sources  such 
as  schools,  colleges,  training  facilities,  industries,  trade 
and  craft  unions,  special  interest  groups  (including 
veterans  and  minority  organizations)  and  OPM  offices. 

8.  Compare  the  results  of  Steps  4  and  5  to  identify  critical 
early  losses.  Reassign  the  Ready  Reservists  to  non-key 
positions  or  have  them  removed  from  the  Ready  Reserve. 
Request  exemption  from  call-up  for  military  retirees  in  key 
positions. 

9.  Designate  key  position  replacements  for  all  reservists  and 
for  those  military  retirees  for  whom  exemption  from  call-up 
has  not  been  granted. 

10.  Identify  the  remaining  (non-key  positions  occupied  by  those 
likely  to  receive  a  military  call-up  within  the  early  months 
of  mobilization. 

11.  Develop  initial  mobilization  vacancy  list  by  combining 
current  vacancies,  new  positions  to  be  established  on 
mobilization,  expected  early  Ioanns  to  milirary  call-up,  and 
estimated  attrition. 

12.  Designate  in  advance  incumbents  of  "excess  positions"  and 
any  personnel  over  the  peacetime  authorization  Lc  fill 
mobilization  positions  for  which  they  are  qualified. 


^Lists  will  be  most  useful  if  the  installation  contacts  each 
individual  to  determine  his  or  her  skills  and  readiness  to  accept  a 
position  on  mobilization.  For  paragraphs  6.  a.  and  b.  ,  the  Defense 
Manpower  Data  Center  can  provide  the  initial  input. 
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13.  To  qualify  more  incumbents  of  "excess  positions"  for 
mobilization  positions  and  to  make  recruitment  easier: 

a.  Plan  internal  promotions  to  use  current  employees  in 
higher  grades  in  their  skills  and  reduce  the  vacancies 
to  more  readily  available  entry  level  skills. 

b.  Use  job  engineering  to  accomplish  the  same  purpose  as 
in  paragraph  a.,  above. 

c.  Consider  detailing  excess  employees  to  mobilization 
jobs  requiring  lower  grades  Cat  no  loss  in  pay). 

d.  Develop  programs  to  train  new  employees  and  to  qualify 
available  current  employees  for  mobilization  positions. 

14.  Designate  incumbents  of  "excess  positions”  who  do  not  have 
skills  needed  to  fill  mobilization  positions  remaining  after 
Step  13  as  a  source  for  filling  mobilization  positions  at 
other  Service  activities. 

15.  Assign  priorities  and  maintain  the  required  recruitment  list 
(all  positions  which  cannot,  be  filled  with  current  employees 
after  Step  13)  by  title,  series  and  grade,  with  supporting 
job  descriptions.  (Prepositions  SF  525). 

16.  If  the  installation  supports  tenant  activities,  identify 
common  mobilization  vacancies  and  establish  priorities  and 
procedures  for  assigning  available  personnel.  (Tenant 
organizations  should  be  taking  Steps  1-15  during  the  same 
period  as,  and  in  coordination  with,  the  host  installation.) 

17.  Identify  positions  on  the  recruitment  list  that  require 
highly  specialized  or  scarce  skills,  and  determine  specific 
manpower  sources  in  advance. 

Prepare  standby  emergency  job  orders  for  the  numbers  and 
skills  of  jobs  on  the  recruitment  list  for  submittal  to 
local  U.S.  Employment  SErvice  offices  when  required. 

Conduct  a  periodic  analysis  of  the  local  labor  market  with 
OPM  area  offices,  U.S.  Employment  Service  Offices  and  other 
recruitment  sources  identified  in  the  staffing  plan  to 
determine  likely  projected  capabilities  and  shortfalls. 


installation  is  in  a  recruiting  area  which  includes  two  or 
servicing  civilian  personnel  offices,  these  steps  should  be 
conjunction  with  the  Recruiting  Area  Staffing  Committee. 
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20.  Identify  potential  sources  of  recruitment  competition  from 
other  DoD  Agencies  or  Defense  industries,  and  establish  an 
inter-Service  committee,  if  needed,  to  resolve  conflicting 
requirements  and  priorities  among  competing  DoD  activities. 

21.  Based  on  the  results  of  all  preceding  steps,  make  a 

comprehensive  analysis  comparing  the  mobilization 
recruitment  list  with  the  capabilities  of  the  recruiting 
sources.  Identify  sources  and  strategies  to  match  each 

position  on  the  list. 

22.  If  local  recruitment  appears  infeasible  for  any  mobilization 

vacancies,  refer  outstanding  requirements  to  higher 

headquarters  for  recruiting  assistance  or  other  actions. 


23.  Plan  CPO  staffing  to  support  increased  personnel 
recruitment,  examination,  hiring,  training  and 
administration. 


24. 


On  periodic  plan  reviews,  or 
occur  in  mobilization  plans 
(peacetime  or  mobilization), 
planning  sequence,  updating 
procedures  as  needed. 


whenever  significant  changes 
or  manpower  authorizations 
reexamine  each  step  in  this 
and  modifying  products  and 


C.  PRACTICAL  CONSTRAINTS 

The  dynamics  of  a  constantly  changing  work  force  can  limit  the 
degree  of  detail  that  is  realistically  feasible  and  cost-effective  in 
carrying  out  some  of  the  recruitment  planning  steps.  Installations 
that  have  a  fairly  stable  work  force  can  plan  in  greater  detail  than 
those  with  many  frequent  peacetime  personnel  changes.  For  example,  if 
it  is  not  practical  to  pre-idertify  all  mobilization  realignments  (who 
goes  where),  the  installation  should  at  least  identify  what  skills  are 
likely  to  be  needed  or  in  excess  during  mobilization,  as  well  as  the 
secondary  skills  of  people  holding  positions  that  become  excess.  The 
installation  should  also  concentrate  on  planning  necessary  job 
restructuring ;  arranging  for  the  use  of  normal  and  supplementary 
recruitment  sources;  and  developing  training  requirements,  training 
courses,  and  sources  for  providing  the  training.  These  steps  will 
help  greatly  in  expediting  recruitment.  The  objective  is  to  complete 
preplanning  in  order  to  identify  problems  and  develop  solutions  before 
mobilziation  occurs. 


*If  the  installation  is  in  a  recruiting  area  which  includes  two  or 
more  DoD  servicing  civilian  personnel  offices,  these  steps  should  be 
taken  in  conjunction  with  the  Recruiting  Area  Staffing  Committee. 
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APPENDIX  R 


ANALYSIS  OF  LOCAL  LABOR  MARKET 

A.  PURPOSE  OF  THE  ANALYSIS 


In  planning  for  emergency  expansion  of  the  civilian  work  force, 
it  is  important  to  have  an  understanding  of  local  labor  market 
conditions.  Most  civilian  personnel  officers  (CPOs)  have  a  good 
general  understanding  of  current  conditions  from  their  regular 
dealings  with  the  local  office  of  the  U.S.  Employment  Service. 
Mobilization  needs,  however,  are  likely  to  strain  labor  supplies  and 
to  be  time-critical.  In  many  areas  of  the  country  there  will  be 
competition  from  defense-related  industries.  In  those  locations  where 
there  are  two  or  more  DoD  servicing  civilian  personnel  offices,  area 
staffing  committees  will  greatly  aid  this  process.  Most  of  the  below 
issues  that  impact  on  any  external  organization  should  be  handled  by 
that  committee.  Prudent  planning  requires  that  civilian  personnel 
planners  know  what  difficulties  they  might  face  in  acquiring 
sufficient  personnel  with  the  right  skills  when  they  are  needed.  With 
this  knowledge,  they  can  make  reasonable  personnel  mobilization  plans. 
The  labor  market  analysis  is  a  tool  to  help  do  this.  The  analysis 
serves  other  purposes  as  well: 

1.  It  keeps  the  CPO  active  in  the  mobilization  planning 

process. 

2.  It  promotes  close  liaison  with  functional  and  tenant 

organizations  and  better  understanding  of  their  mobilization 
requirements. 

3.  It  encourages  cooperative  planning  with  external  civilian 

personnel  sources. 

4.  It  places  emphasis  on  the  need  to  be  aware  constantly  of 

mobilization  manpower  requirements  and  changes. 

5.  It  provides  the  basis  for  developing  alternative  personnel 

utilization  plans  or,  failing  that,  informing  higher 
headquarters  of  apparent  manpower  acquisition  problems. 


B.  RESPONSIBILITIES 


DoD  policy  requires  that  civilian  work  force  mobilization 
requirements  be  reviewed  at  least  annually.  The  Military  Departments 
have  reiterated  that  policy  in  varying  levels  of  detail.  A  table 
showing  pertinent  directives  and  highlighting  applicable  paragraphs  is 
at  the  end  of  this  Appendix  (see  Figure  R-l). 
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SOURCES  OF  INFORMATION 


The  prime  source  of  labor  market  information  is  the  local  U.S. 
Employment  Service  (USES)  office.  Most  CPOs  already  have  a  close 
working  relationship  with  this  office  because  it  frequently  helps  in 
recruting  civilian  personnel  in  peacetime.  The  more  aware  the  USES 
office  staff  is  of  installation  mobilization  needs,  the  better  it  can 
help  with  analyzing  the  labor  market  and  with  supporting  recruitment 
during  actual  mobilizations.  Other  sources  to  be  contacted  are  trade 
and  craft  unions,  technical  schools,  veterans'  organizations  and  even 
local  industries  if  they  could  help  meet  the  labor  needs  or  are 
directly  competitive.  In  the  case  of  highly  skilled  or  professional 
skill  requirements,  the  area  office  of  the  Office  of  Personnel 
Management  may  be  of  assistance. 


D.  CONDUCTING  A  LABOR  MARKET  ANALYSIS 

The  analysis  should  be  planned  and  conducted  in  coordination  with 
other  DoD  activities  that  share  the  3ame  labor  market.  The  analysis 
can  be  divided  into  three  parts:  preparation,  analysis  and  follow-up. 

1.  Preparation.  Prior  to  approaching  any  information  source, 
it  is  necessary  to  prepare  a  current  acquisition  list.  To 
do  this,  the  CPO  must,  in  coordination  with  management, 
review  the  latest  installation  mobilization  mission, 
personnel  requirements,  and  time-phasing.  He  or  she  should 
then  make  the  following  internal  adjustments  to  match 
available  resources  against  requirements. 

a.  Validate  designated  key  and  emergency-essential  job 
positions. 

b.  Purify  rosters  of  recallable  reservists  and  retirees. 

c.  Reconfirm  non-essential  positions. 

d.  Update  internal  civilian  personnel  mobilization  plan  to 
include  transfers,  promotions,  job  engineering  options 
and  time-phasing. 

e.  Establish  requiement  for  new  acquisitions. 

f.  Prepare  acquisition  list  by  number,  skill  (expressed  in 
Dictionary  of  Occupational  Titles  (DOT)  code),  time- 
phase,  and  priority. 

The  information  above  should  also  be  derived  for  all  tenant  units 
supported  by  the  CPO  so  that  the  acquisition  list  is  as  complete  as 
possible . 
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2.  Analysis.  The  CFO  should  meet  with  the  local  USES  and  OPM 
offices  and  any  other  agencies  considered  useful  to  gather 
data  and,  using  the  acquisition  list: 

a.  Review  time-phased  requirements. 

b.  Determine  labor  market  capability  to  ill  demand, 
including  related  lesser  or  higher  skill  levels. 

c.  Estimate  shortfalls  by  number  and  skill. 

d.  Identify  likely  competing  personnel  claimants. 

e.  Discuss  employment  and  availability  trends  and  any 
factors  that  might  influence  the  labor  supply  in  the 
next  year. 

While  the  local  employment  office  can  provide  numbers  and  current 
labor  market  facts,  and  can  be  very  helpful  in  identifying 
trends,  the  judgment  and  responsibility  for  interpreting  these 
data  relative  to  his  or  her  mobilization  requirements  lie  with 
the  CPO. 

3.  Follow-up.  Once  the  CPO  has  all  the  data  and  has  determined 
its  impact  on  the  plan,  he  or  she  should  try  to  develop 
alternatives  to  alleviate  any  estimated  shortfalls  that  may 
remain.  These  may  include: 

a.  Establishing  or  modifying  personnel  training  programs. 

b.  Reengineering  some  jobs  to  take  advantage  of  using 
lesser,  more  available  skills. 

c.  Modifying  manpower  mobilization  plans. 

d.  Contacting  competing  claimants  and  jointly  attempting 
to  solve  shortfall  problems. 

e.  Reviewing  and  updating  abbreviated  mobilization 
requirement  job  descriptions. 

f.  Prepare  standby  job  requests. 

g.  Notifying  installation  mobilization  planner  of 
shortfalls  and  proposed  solutions. 

h.  Reporting  results  of  the  survey  to  higher  headquarters 
as  required  and  highlighting  serious  shortfalls. 
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E.  THE  ABALYSIS  IH  PERSPECTIVE 


1.  An  Indicator.  A  labor  market  analysis  is  a  snapshot  in 

time,  an  indicator  of  conditions  based  on  best  data 
available,  but  on  data  that  is  in  a  constant  state  of  flux. 
It  should  be  treated  as  such. 

2.  Depth  of  Effort.  Because  the  analysis  is  an  indicator, 

carefully  consider  the  demands  made  on  other  agencies.  USES 
has  state  and  regional  research  and  analysis  divisions  that 
can  provide  a  great  deal  of  the  information  needed  through 
their  Labor  Market  Information  System.  Many  states 
routinely  query  adjoining  states  as  to  labor  availability 
and  the  data  in  the  Labor  Exchange  Information  System  is 

available  to  CPOs.  These  usual  sources  of  information 

should  be  sufficient  for  mobilization  planning  needs.  If 
possible,  unusual  requests,  for  which  USES  is  not  prepared 
or  funded,  should  be  avoided. 

3.  Cooperative  Planning.  Many  local  USES  offices  have  made 

arrangements  for  CPO  representatives  to  work  at  USES  sites 
in  the  event  of  an  emergency  to  expedite  the  recruitment 
process.  Such  cooperative  arrangements  and  procedures  will 
help  facilitate  mobilization  execution  and  are  encouraged 
wherever  practicable.  The  annual  labor  market  analysis 

provides  an  excellent  opportunity  to  establish,  review,  and 
adjust  working  arrangements. 
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Applicable  Sections 

Organization _ Directive _ or  Paragraphs _ Operative  Requirement 


Figure  R-1  Directives  Pertinent  to  Civilian  Personnel  Labor  Market  Analysis 


APPENDIX  S 


ACTIONS  TO  RESOLVE  CIVILIAN  HIRING  COMPETITION 


A.  PURPOSE 


Expansion  of  the  civilian  work  force  during  mobilization  may  well 
cause  competition  in  recruitment  and  hiring  of  new  workers.  It  is 
important  to  recognize  the  potential  for  disruptive  competing  claims 
and  to  take  corrective  planning  actions  in  advance  where  necessary. 
This  Appendix  describes  various  kinds  of  competition  that  might  arise 
and  actions  that  can  help  to  avoid  or  resolve  competing  hiring  claims. 


B.  KINDS  OF  COMPETITION 


Depending  on  the  local  situation,  competition  for  the  same  skills 
may  occur  in  several  ways.  There  may  be  competing  claims  among 
different  activities  of  a  single  organization,  among  several  commands 
or  installations  of  a  single  Military  Department,  among  different 
Military  Departments,  or  between  DoD  installations  and  other  Federal 
agencies  or  private  sector  defense  contractors.  Periodic  analyses  of 
the  adequacy  of  the  local  labor  market  to  meet  mobilization  hiring 
requirements  will  help  to  identify  the  extent  and  nature  of  competing 
requirements. 


C.  COMPETITION  AMONG  ACTIVITIES  WITHIN  DoD 


Planning  actions  to  resolve  anticipated  hiring  competition  within 
DoD  are  described  below  and  in  Figure  S-l  (at  the  end  of  this 

Appendix) . 

1 .  Competition  among  activities  of  a  single  Military  Department 

at  one  installation.  Each  installation  CPO  can  help  resolve 
competing  claims  by  establishing,  in  concert  with  functional 
managers,  a  time-phased  priority  order  of  hiring  for  skills 
that  are  expected  to  be  in  short  supply.  Time-phasing  and 
priorities  should  reflect  the  relative  urgency  of  functions 
over  time  following  M-Day.  For  example,  some  functions  may 
be  able  to  be  deferred  or  reduced  while  others  must  be 

expanded  immediately.  The  objective  here  is  to  eliminate 

unnecessary  overlapping  requirements  for  scarce  skills  while 
ensuring  that  critical  requirements  receive  priority  in 
hiring. 

2.  Competition  among  several  commands  or  installations  of  a 

single  DoD  Component.  Each  Military  Department  is 
responsible  for  resolving  conflicting  work  force  claims 

among  its  own  commands  and  installations.  If,  after 
establishing  priorities  local  agreement  cannot  be  reached 
among  installations,  the  problem  should  be  referred  for 
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resolution  to  parent  commands  and  Service  headquarters  as 
necessary. 


3.  Competition  among  Military  Departments.  When  competition 
among  Military  Departments  becomes  a  problem  at  the  local 
level,  a  committee  to  resolve  these  conflicts  should  be 
established  with  representatives  of  each  concerned 

Department.  Each  organization  concerned  should  first 
establish  time-phased  priority  order  of  hiring  for  its  own 
requirements.  In  supporting  its  claims  before  the 

Committee,  the  installatin  should  be  prepared  to: 

a.  Justify,  according  to  established  priorities,  the 
criticality  of  missions  and  of  the  specific  skills 
expected  to  be  short  during  the  period  of  competition. 

b.  Demonstrate  that  the  installation  has  taken  or  plans  to 
take  all  reasonable  steps  to  avoid  the  particular 
shortfall. 

c.  Show  that  its  higher  headquarters  has  supported  the 
installation  to  the  extent  possible  in  avoiding  the 
shortfall. 

It  is  imperative  that  potential  mobilization  recruiting 
conflicts  involving  high  priority  functions  of  two  or  more 
Military  Departments  be  resolved  in  peacetime,  locally  if  at 
all  possible  and,  if  not,  then  at  the  lowest  level  that  can 
resolve  them.  Not  doing  so  could  severely  endanger  the  war 
effort. 


D.  COMPETITION  BETWEEN  DoD  INSTALLATIONS  AMD  EXTERNAL  ACTIVITIES. 

1.  Competition  with  other  federal  agencies.  To  preclude  this 
type  of  unproductive  competition  a  Recruiting  Area  Staffing 
Committee  (RASC)  will  be  formed  where  two  or  more  DoD 
installations  are  located  within  the  same  recruiting  area. 

2.  Competition  with  the  private  sector.  Competition  between 

DoD  installations  and  the  private  sector  is  a  distinct 
possibility,  especially  in  areas  where  defense  contractors 
draw  from  the  same  labor  market  as  DoD  industrial 

facilities. 

a.  The  Department  of  Labor  (DOL),  as  the  federal  resource 
agency  for  the  national  civilian  work  force,  monitors 
private  sector  labor  activities  through  its  regional 
offices  and  state  employment  security  agencies.  These 
state  agencies  operate  the  local  U.S.  Employment 

Service  offices  which  have  the  principal  responsibility 
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for  recruiting  workers  to  fill  mobilization  openings  at 
both  DoD  installations  and  at  defense  plants. 

b.  Each  DOL  regional  director  coordinates  the  planning  of 

mobilization  activities  in  his  or  her  region.  Priority 
ratings  and  allocations  of  resources  Tor  defense- 
related  contracts  are  governed  by  -he  Defense 

Priorities  System,  administered  ’y  the  Department  of 
Commerce  in  conjunction  with  the  DoD. 

c.  Planning  documents  issued  by  the  Federal  Emergency 
Management  Agency  provide  for  the  establishment  of  a 
system  of  state,  regional,  area,  and  national 
committees,  under  DoL  executive  responsibility,  to 
assist  in  resolving  private  sector  work  force  issues 
related  to  priorities,  allocations,  and  conflicting 
claims.  Because  these  planned  committees  are  to  be 
formed  when  needed,  there  is  no  formally  established 
uniform  mechanism  for  resolving  in  advance  potential 
competition  between  DoD  installations  and  the  private 
sector.  Nevertheless,  there  are  prudent  steps  that  the 
installation  may  take  in  peacetime  to  help  avoid  or  at 
least  mitigate  the  effects  of  anticipated  conflicting 
claims  with  defense  industries.  For  example: 

(1)  Develop  an  apprciation  for  potential  competition 
for  the  same  skills,  based  on  knowledge  of  current 
defense  contractors  and  the  local  labor  market. 

(2)  Open  a  dialogue  with  defense  plants  that  could 
pose  a  serious  threat  of  competition. 

(3)  Try  to  determine  if  there  would,  in  fact,  be  a 
likely  competition.  For  example,  the  actual 
skills  that  defense  plants  need  may  be  of 
different  subcategories  than  those  the 
installation  needs,  or  the  timing  of  conflicting 
requirements  may  not  necessarily  coincide. 

(4)  See  if  a  mutually  acceptable  solution  can  be 
found.  Installations  should  be  aware  that  when 
military  contracts  might  be  jeopardized  by  worker 
shortages,  Military  Departments  are  required  to 
support  the  contractor  in  obtaining  appropriate 
work  force  priorities. 

(5)  Plan  methods  for  ensuring  that  agreed  solutions 
will  be  implemented  during  mobilization. 
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(6)  Refer  major  unresolved  potential  conflicts  to 
higher  headquarters  for  assistance  in  peacetime  to 
avoid  wartime  competition  which  could  damage  the 
war  effort. 


ACTIONS  TO  RESOLVE  CIVILIAN  HIRING  COMPETITION 
WITHIN  DOD 
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Figure  S-I 


APPENDIX  T 


USE  OF  JOB  ENGINEERING  TO 
MEET  CIVILIAN  RECRUITMENT  NEEDS 


A.  PURPOSE 


This  Appendix  describes  how  job  engineering  can  help  in  meeting 
mobilization  manpower  needs. 


B.  USE  OF  JOB  ENGINEERING 


Under  mobilization,  installations  may  have  difficulty  filling 
certain  positions  due  to  either  a  local  or  national  shortage  of 

particular  skills.  Job  engineering  is  one  method  of  helping  to  meet 
these  requirements.  It  permits  the  use  of  lower  skilled  individuals 
to  accomplish  the  duties  and  tasks  included  in  higher  skilled 

positions.  Detailed  job  analysis  of  the  target  position  identifies 
specific  duties  and  tasks.  These  duties  and  tasks  are  separated  into 
lower  skilled  positions  (or  partially  reassigned)  where  skills  are 
available  on  the  local  job  market.  The  use  of  job  engineering  as  an 
aid  to  recruitment  requires  the  participant  to: 

Develop  detailed  wartime  requirements  by  grade,  skill,  and 

job  title. 

Prepare  job  descriptions  supporting  each  position. 

Prepare  detailed  recruiting  plans  to  fill  each  wartime 

position. 

Identify  positions  which  will  be  extremely  difficult  to  fill 
based  on  experience  and/or  local  labor  market  analysis. 

Perform  job  analyses  with  functional  managers,  of  difficult- 
to-fill  jobs  and  subsequent  job  engineering  of  these 
posit  ions . 

Reflect  the  results  of  job  engineering  in  wartime 
authorization  documentation  and  supporting  recruiting  and 
training  Ians. 


C.  BASIC  CONSIDERATIONS 


1.  Considerations.  Two  elements  are  essential  in  job 
engineering: 


Although  the  workload  used  to  define  the  requirement 
for  the  intitial  mobilization  position  does  not  change, 
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additional  personnel  may  be  required  after  job 
engineering  takes  place.  For  example,  a  computer  clerk 
would  not  have  an  operator's  skill,  error  rates  would 
probably  increase  and  the  speed  of  the  clerk  would 
produce  less  output  than  that  of  the  skilled  operator. 
Hence,  the  one  originally  programmed  position  might 
require  two  positions  at  the  entry  level. 

b.  Training  programs  should  be  in  place  to  provide  for  the 
advancement  of  the  new  entrant  to  the  target  position 
when  a  lower  or  entry-level  person  is  hired. 

2.  Options.  Several  options  are  available  to  achieve  the 
desired  results,  including  such  actions  as: 

a.  Substituting  on-the-job  experience  for  some  or  all  of 
the  educational  requirements  of  the  position. 

b.  Transferring  professional  skills  required  of  a  position 

to  another  professional  in  the  same  or  another 

organization  and  reclassifying  the  remaining  job  in  the 
supporting  technician  series. 

c.  Removing  supervisory  responsibilities  from  the  position 
and  reassigning  them,  permitting  recruitment  at  lower 
levels. 

3.  Examples.  Figure  TU1  illustrates  several  examples  of  job 
engineering. 
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APPENDIX  D 


POTENTIAL  HINDRANCES  TO  CIVILIAN  RECRUITMENT 

A.  PURPOSE 

Many  DoD  installations  will  have  greatly  increased  populations 
during  mobilization.  Mobilization  planners  at  those  installation  must 
consider  potential  hindrances  to  civilian  recruitment  in  addition  to 
labor  market  consideratins .  This  Appendix  includes  a  discussion  of 
some  of  the  more  likely  problem  areas  and  possible  planning  actions  to 
overcome  them. 


B.  CHARACTERISTICS 

1.  Quality  of  Life.  Most  potential  hindrances  to  civilian 

recruitment  affect  the  life  style  and  opportunities  of  the 
prospective  employee  or  his  family.  Following  is  a 

discussion  of  several  important  quality  of  life 

considerations. 

2.  Responsibility  of  Personnel  and  Manpower  Managers.  Direct 

functional  responsibility  for  most  quality  of  life 

considerations  is  outside  the  responsibilities  of  the 

personnel  or  manpower  managers.  However,  shortfalls  in 

these  areas  can  hinder  these  managers'  ability  to  attract 
and  retain  new  civilian  employees  and  meet  their 

mobilization  manpower  requirements.  These  manaers  should 
participate  actively  in  evlauating  each  factor,  identifying 
potential  shortfalls  and  their  impacts,  and  developing 
remedial  actions. 

3.  Historical  Data.  Personnel  managers  should  provide 

historical  work  force  data  to  functional  managers  so  that 
meaningful  evaluations  can  be  made.  These  data  might 

include  work  force  profiles  by  age  and  sex,  marital 

statistics,  and  numbers  and  ages  of  dependent  children. 
Functional  managers  will  require  similar  data  also  on 
increased  military  populations.  The  presence  of  other 

military  installations,  Federal  agencies,  and  defense 

contractors  in  the  immediate  recruiting  area  should  also  be 
taken  into  account. 

C.  POTENTIAL  HINDRANCES 

A  partial  list  of  factors  for  consideration  by  tin-  personnel 
manager  follows: 
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1.  Housing  Adequate  housing  for  new  employees  and 

their  families  must  be  available  within 
reasonable  commuting  distances.  Other 
military  installations,  Federal 
agencies,  or  defense  contractors  may 
cause  competition.  Personnel  managers, 
in  conjunction  with  appropriate  housing 
officials,  must  develop  a  set  of 
potential  requirements.  Local  community 
officials  and  realtors  can  provide 
availability  estimates.  These  estimates 
should  include  motels,  hotels,  and 
private  residences  for  single  boarders. 
Installatin  officials  should 
predetermine  and  preplan  the  use  of 
these  facilities. 

2.  Utilities'  Local  power,  water,  and  sewage 
Capacities  infrastructures  must  be  able  to  support 

the  projected  populations.  This  applies 
both  on  and  off  the  installation. 
Identified  limitations  may  be  improved 
by  peacetime  planning  and  programming. 

3.  Transportation  Transportation  needs  both  on  and  off  the 

installation  will  increase. 
Requirements  could  develop  for  off- 
installation  routes  to  bring  personnel 
to  work,  for  school  children  and 
expanded  area  business  travel.  Also, 
on-base  travel  (bus  or  taxi)  will 
increase.  Evaluation  of  on-base 
capacities  should  consider  expansion  by 
increased  government-paid  trips  by 
Privately  Owned  Vehicles  (POV), 
commercial  rentals,  and  contractor- 
operated  bus  systems.  Means  to  reduce 
requirements  could  include  stablishment 
of  mandatory  bus/van/car  pools.  If  its 
capability  is  increased,  the 
installation  may  require  additional 
operators,  maintenance,  and 
administrative  personnel. 

4.  Childcare  Availability  of  adequate  childcare 
Facilities  facilities  can  favorably  influence 

recruitment  possibilities  due  to  the 
potentially  large  number  of  two-worker 
families.  The  regularly  dependent 
populations  would  also  benefit. 
Installations  should  plan  to  accommodate 
increases  by  identifying  facilities  and 
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ocher  equipment  needs  as  well  as  sources 

of  staffing  (volunteer-contract) 

including  any  special  requirements. 

Assistance  is  possible  from  commercial 
facilities.  In  these  cases, 

installations  should  accumulate 

information  on  availability,  costs,  etc. 

Increased  civilian  populations  coupled 
with  expanded  operating  hours  will  place 
heavy  demand  on  installation  dining 
facilities.  Identificationof  new 

facilities,  required  equipment, 

staggered  meal  (shift)  hours  by 
organizations  on  the  installation,  use 
of  mobile  catering  services  (especially 
for  remote  areas),  expansion  of  current 
facilities,  and  use  of  military  dining 
facilities  are  ways  to  meet  these  needs. 

Mobilization  population  will  increase 
medical  demands  on  the  community.  These 
increases  will  be  due  to  the  increase  in 
military  dependents,  who  will  rely  more 
heavily  on  CHAMPUS-provided  services 
from  the  economy,  increased  numbers  of 
eligible  military  dependents  and  local 
professionals  who  may  be  subject  to 
military  service.  Military  pharmacies 
as  well  as  administrative  personnel  to 
assist  in  claims  processing  can  expect 
increased  workloads.  Additional 

civilian  personnel,  such  as  those 
working  with  toxic  materials,  can 
materially  increase  the  installation 
workloads  for  routine  monitoring. 
Contract  services,  expansion  of  the 
geographical  area  considered  (may 
increase  transportation  requirements), 
use  oE  paramedical  personnel,  and 
permitting  professional  medical 

personnel  to  augment  local  civilian 
facilities  on  a  part-time  basis  may 
assist  in  meeting  some  of  these 
requirements . 

Training  Programs  Installations  should  prepare  well- 

structured  training  programs  especially 
for  new  hires. 

Financial  Services  Installation  banking  facilities, 

including  credit  unions,  must  prop.vru 


Medical  ( incl. 
dental  care) 


Installation 
Dining  Facilities 
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for  increased  workloads.  Loan  and 

credit  policies  should  be  as  liberal  as 
possible.  Installatins  should  advise 
community  banks  and  savings  and  loans 
and  solicit  maximum  cooperation 
regarding  mortgages  and  checking 
policies.  Installation  personnel  may 
prepare  information  pamphlets  on  locally 
available  facilities.  Also,  the 

military  finance  office  must  prepare  for 
the  additional  workload  from  travel 
vouchers,  advance  pay  requests,  etc.,  so 
they  can  pay  expeditiously,  especially 
newly  arrived  personnel  (military  and 
c ivi 1 ian) . 

Recreational  Installations  should  evaluate  potential 

capacities  of  recreational  facilities, 
as  well  as  the  need  for  changes  in 
policies  and  priorities  for  civilian 
use . 

Career  Develop-  Some  positions  may  exist  only  at  lower 

ment/Progress ion  grades  with  little  opportunity  for 

Opportunities  promotion  or  career  development.  These 

skills  offer  little  inducement  to  new 
hires.  In  some  cases,  the  impact  can  be 
reduced  through  well-developed  training 
or  upward  mobility  programs. 


APPENDIX  V 


USE  OF  CONTRACTING  IN  SOLVING  MOBILIZATION 
MANPOWER  PROBLEMS 


A.  PURPOSE 


This  appendix  examines  the  potential  of  contracting  as  a  means  of 
meeting  mobilization  manpower  demands  at  DoD  installations.  It  points 
to  some  advantages  and  disadvantages  of  contractors  versus  direct 
hires  in  a  mobilization  environment,  then  covers  the  current  peacetime 
installation  contracting  situation,  which  sets  the  stage  for 
mobilization  performance,  and  finally  examines  alternative  methods  of 
preparing  in  peacetime  for  additional  contract  coverage  on 
mobilization. 


B.  MOBILIZATION  ENVIRONMENT 

1.  Installation  Situation  —  Each  DoD  installation  will  face 
some  situations  unique  to  it  alone,  because  of  its  mission, 
location  and  manning  and  because  of  external  events.  Some 
installations  will  support  very  rapid  deployments  followed 
by  a  status  now  unknown.  Others  will  experience  a  steady 
buildup  of  activity  that  will  then  level  off  and  remain 
high.  Some  will  be  required  to  open  satellite  facilities, 
perhaps  operating  them  with  current  employees.  Some  will 
increase  greatly  in  strength,  others  may  transfer  out  many 
of  their  current  employees. 

2.  Anticipation  of  Probable  Changes  —  In  planning  for 
mobilization,  each  installation  needs  to  consider  the  likely 
changes  that  it  can  anticipate  in  its  locality,  its  region, 
and  country-wide.  There  may  be  increased  local  competition 
from  other  DoD  Installations  or  from  defense  industry  for 
some  skills,  but  it  is  almost  certain  that  there  will  be 
such  increased  competition  nationally  for  selected  skills. 
The  pace  of  activity  will  most  likely  increase  at  least  in 
the  early  days  and  weeks  of  a  mobilization.  There  should  be 
a  decreased  emphasis  on  dollar  costs  and  an  increased 
attention  to  the  management  of  other  constraining  resources, 
including  manpower.  Military  manpower  will  become  scarce 
outside  of  deployable  units. 

3.  Contracting  as  a  Valuable  Mobilization  Tool  —  In  this 
environment,  additional  contracting  may  offer  the  best  way 
for  many  installations  to  meet  new  and  increased  manpower 
requirements.  Figure  V-l  compares  Federal  civilian  and 
contractor  employees  under  mobilization  conditions. 
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Federal  Civilian  Contract  Employee 
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Figure  V-1.  A  Mobilization  Comparison  of  Federal  and  Contract  Employees 


Figure  V-2  Chen  looks  ac  examples  of  installation 
mobilization  situations  which  favor  either  in-house  or 
contract  sources  of  manpower. 


C.  BACKGROUND  FOR  MOBILIZATION  -  PEACETIME  CONTRACTING 
1.  Tbe  Bas''-  Directive  -  OMB  Circular  No.  A-76 

a.  The  Office  of  Management  and  Budget  in  the  Executive 
Office  of  the  President  publishes  its  Circular  No.  A-76 
to  establish  Federal  policy  regarding  the  operation  of 
commercial  activities  (CAs)  by  Federal  agencies.  The 
Circular  concentrates  on  the  choice  between  commercial 
and  in-house  sources  to  conduct  commercial  activities 
(those  which  could  be  accomplished  by  commercial 
sources).  A  supplement  to  the  Circular  implements  the 
policy  by  establishing  procedures  for  determining  which 
source  shall  be  used  in  each  case.  The  supplement  is 
an  integral  part  of  the  Circular,  and  compliance  with 
all  parts  of  the  supplement  is  mandatory.  The 

supplement  is  divided  into  four  parts,  as  follows: 


Part  I 


Policy  Implementation  —  the  general 
implementation  instructions  for  the 
Circular.  Included  in  this  part  are 
detailed  flow  charts  and  narrative 
descriptions,  inventory  and  review 
requirements,  and  annual  reporting 
requirements . 


Part  II 


Writing  and  Administering  Performance 
Work  Statements  —  3ets  forth  the  steps 
needed  to  develop,  write,  and  administer 
a  performance  work  statement  and  a 
quality  assurance  plan  for  both  in-house 
or  contract  operation  of  a  commercial 
activity. 


Part  III 


Management  Study  Guide  —  sets  forth  the 
recommended  procedures  for  conducting 
the  management  review  of  the  in-house 
organizat ion. 


Part  IV 


Cost  Comparison  Handbook  —  provides 
detailed  instructions  for  developing  a 
comprehensive  and  vaLid  comparison  of 
the  estimated  cost  to  the  Government  of 
acquiring  a  product  or  service  by 
contract  and  of  providing  it  with  in- 
house  personnel  and  resources. 
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Circular  No.  A-76  states  that  it  is  the  policy  of  the 
United  States  Government  to  achieve  economy,  enhance 
productivity,  nd  rely  primarily  on  the  commercial 
sector  to  provide  commercial  products  and  services 

while  retaining  governmental  functions  Lr-’.c use. 
Governmental  functions  are  those  so  intimat%ly  related 
to  the  public  interest  as  to  mandate  performance  by 
government  employees.  They  norr.liy  fall  into  two 
categories: 

(1)  The  act  of  governing,  such  as  criminal 

investigations,  direction  of  national  defense, 
management  and  direction  of  the  Armed  Forces, 

activities  performed  exclusively  by  military 

personnel  who  are  subject  to  deployment,  conduct 
of  foreign  relations,  direction  of  Federal 
employees,  direction  of  intelligence  and  counter¬ 
intelligence,  etc. 

(2)  Monetary  transactions  and  entitlements 


The  Circular  and  its  supplement  shall  not  apply  under  a 
number  of  circumstances ,  including: 

(1)  To  DoD  in  times  of  a  declared  war  or  military 
mobilization. 

(2)  Solely  to  avoid  personnel  ceilings  or  salary 
limitations. 

(3)  Conduct  of  research  and  development. 

(4)  To  authorize  contracts  that  establish  an  employer- 
employee  relationship  between  the  Government  and 
contractor  employees. 

Note  that,  although  the  DoD  need  not  follow  this 
Circular  during  a  military  mobilization,  the 
implementation  of  the  Circular  in  peacetime  can  affect 
the  capability  of  the  DoD  and  its  installations  to 
accomplish  mobilization  missions. 

Government  performance  of  a  commercial  activity  is 
authorized  if: 

(1)  No  satisfactory  commercial  source  is  available,  or 
use  of  such  a  source  would  cause  unacceptable 
delay  or  disruption  of  an  essential  program. 

(2)  The  Secretary  of  Defense  or  his  designee 
determines  that  Government  performance  is  required 
for  national  defense  reasons. 


V-5 


(3)  It  is  in  the  best  interests  of  patient  care  in 
Government  medical  facilities. 

(4)  The  Government  is  or  can  operate  the  activity  at 
an  estimated  lower  cost. 

2.  Office  of  the  Secretary  of  Defease  (OSD)  Implementation 

a.  Figure  V-3  below  lists  the  number  and  title  of  the  OMB 
and  DoD  basic  directives. 


BASIC  DIRECTIVES  ON  COMMERCIAL  ACTIVITIES 


Office  of 
Management 
and  Budget 


Circular  No.  A- 76,  Performance  of 
Commercial  Activities,  and  Supplement, 
SETT  ircular  No.  A-76,  (procedures). 


Department  of  DoD  Directive  4100.15,  Commercial 

Defense  Activities  Program,  and  DoD  Instruction 

4100.33,  Commercial  Activities  Program 
Procedures 


Figure  V-3 

b.  The  DoDD  and  DoDI  apply  to  DoD  components  (OSD, 
Military  Departments  and  Defense  Agencies)  in  the 
United  States,  its  territories  and  possessions,  the 
District  of  Columbia  and  the  Commonwealth  of  Puerto 
Rico.  Their  provisions  are  not  mandatory  for 

commercial  activities  staffed  with  civilian  personnel 
paid  by  non-appropriated  funds,  such  as  military 

exchanges.  However,  their  provisions  are  mandatory  for 
commeri- ial  activities  when  they  are  partially  staffed 
with  civilian  personnel  paid  by  appropriated  funds, 
such  as  libraries,  open  messes,  and  other  morale, 

welfare  and  recreation  activities.  The  DoDD  and  DoDI 
do  not: 

(1)  Apply  to  governmental  functions; 

(2)  Apply  when  contrary  to  law,  Executive  Orders,  or 

any  treaty  or  international  agreement; 

f 3 )  Apply  in  times  of  a  declared  war  or  military 

mobilization ; 
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(4)  Provide  authority  to  enter  into  contracts; 

(5)  Apply  to  the  conduct  of  resarch  and  development 
except  for  severable  in-house  commercial 
activities  in  support  of  research  and  development; 

(6)  Justify  conversion  to  contract  so'  ; to  avoid 
personnel  ceilings  or  salary  ’ ;  stations; 

(7)  Authorize  contracts  that  establish  an  employer- 
employee  relationship  between  the  DoD  and 
contractor  employees  as  described  in  FAR  37.107. 

c.  The  policy  stated  in  DoDD  4100.15  includes: 

(1)  Ensure  DoD  mission  accomplishment.  Implementation 
shall  consider  the  overall  mission  cf  the  DoD  and 
the  defense  objective  of  maintaining  readiness  and 
sustainability  to  ensure  a  capability  to  mobilize 
the  defense  force  and  support  structure. 

(2)  Retain  Government  functions  in-house. 

(3)  Rely  on  the  commercial  sector. 

(4)  Achieve  economy  and  enhance  productivity. 

d.  The  DoD  Directive  (DoDD  4100.15)  assigns  responsi¬ 
bilities,  including: 

(1)  Assistant  Secretary  of  Defense  (Acquisition  and 
Logistics)  or  designee: 

(a)  Reviews  DoD  component  decisions  to  perform 
DoD  CAs  in-house  for  national  defense  reasons 
other  than  cost,  new  requirements  or 
expans  ions . 

(b)  Establishes  criteria  for  determining  whether 
a  CA  is  required  to  be  operated  for  reasons 
of  national  defense  by  either  DoD  military  or 
civilian  employees. 

(2)  Heads  of  DoD  Components  —  Approve  or  disapprove 
in-house  performance  of  DoD  CAs,  new  requirements, 
and  expansions  for  reasons  of  national  defense, 
lack  of  a  satisfactory  commercial  source,  or  in 
the  best  interest  of  direct  patient  care. 

e.  The  DoD  Instruction  (DoD I  4100.33)  specifies  in  more 
detail  the  conditions  that  will  permit  the  continued 
in-house  operation  of  a  commercial  activity.  These 
conditions  include: 
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(1)  For  national  defense  reasons,  considering  the 
wartime  and  peacetime  duties  of  the  specific 
positions  involved  rather  than  in  terms  of  broad 
func  t ions . 

(a)  A  commercial  activity  staffed  with  military 
personnel,  when  the  activity  is  essential  for 
training  or  experience  in  required  military 
skills,  provides  a  notation  base,  or  is 
necessary  to  provide  career  progression  to 
needed  military  skill  levels. 

(b)  A  Core  Logistic0  Activity,  c.e.,  one 

necessary  to  maintain  a  logistics  capability 
(including  personnel,  equipment  and 

facilities)  to  ensure  a  ready  and  controlled 
source  of  technical  competence  and  resources 
necessary  to  ensure  effective  and  timely 
response  to  a  mobilization,  national  defense 
contingency  situations  and  other  emergency 
requirements. 

(c)  The  DoD  components  may  propose  other  criteria 
for  exempting  activities  for  national  defense 
reasons . 

(2)  No  satisfactory  commercial  source  available. 

(a)  There  is  no  satisfactory  commercial  source 
capable  of  providing  the  product  or  service. 

(b)  Use  of  a  commercial  source  would  cause  an 
unacceptable  delay  or  disruption  of  an 
essential  program. 

(3)  In  best  interests  of  patient  care. 

Implementation  by  Military  Services 

a.  Each  of  the  Military  Services  has  issued  directives 
implementing  OMB  Circular  No.  A-76,  DoD  Directive 
4100.15  and  DoD  Instruction  4100.33.  Figure  V-4  lists 
those  directives. 

b.  AR  5~20  provides  several  clarifying  tables,  such  as 
Table  1-1,  Approval  authority  for  In-House  Performance, 
and  Table  4-1,  "Types  of  Contracts,"  that  assist  the 
reader  in  absorbing  and  understanding  the  material. 

c.  AFR  26-1  includes  examples  of  many  forms  useful  or 
required  in  the  cost  and  analysis  process.  From  the 
standpoint  of  a  manpower  or  personnel  planner, 
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Attachments  2  through  5  are  particular ly  useful  as  they 
concern  the  manpower  mix  (military,  civilian,  or 
contract)  decision  process  and  several  of  the  elements 
important  to  that  process  such  as  the  coding  of 
military  essential  positions,  the  Unsa*:  i.:  .'aclory 
Rotation  Index  Program  and  the  Critical  M’l’tary  Skills 
Program. 


MILITARY  SERVICE  DIRECTIVES  ON  COMMERCIAL  ACTIVITIES 


U . S .  Army 
U.S.  Navy 


(JS  Air  Force 


US  Marine  Corps 


Array  Regulation  5-20,  "Commercial 
Activities  Program,"  L  February  1985 

QPNAV  Instruction  4860. 7B,  "Navy 
Commercial  Activities  (CA)  Program,"  18 
March  1986 

AF  Regulation  26-1,  "Manpower  Policies 
and  Procedures,  Comparative  Costs 
Analysis,”  Volume  I,  2  October  1981 

Marine  Corps  Order  4860. 3C,  "Operation 
of  Commercial  Activities,"  27  September 
1982 

Figure  V-4 


D.  PREPARATION  FOR  ADDITIONAL  CONTRACTING  ON  MOBILIZATION 

1 .  Factors  Deteraimag  the  Feasibility  of  Alternatives 


a.  The  peacetime  planning  situation  will  determine  the 
best  types  of  preparation  for  mobilization  contracting. 
Perhaps  the  most  important  element  is  how  well  the  need 
can  be  defined.  Another  is  the  level  of  peacetime 
.•ontract  ing  in  tin*  function  concerned  coinpar.nl  to  Un- 
level  needed  during  mobilization.  Still  another  is  the 
contracting  environment  3round  the  installation. 


The  range  of  possible  actions  is  wide.  If  there  is  no 
peacetime  contracting  in  the  function  concerned,  then 
the  possible  preparations  might  begin  with  an  inventory 
of  contractors  and  capabilities.  In-house  readiness 
for  mobilization  contracting  can  improve  greatly  with 
additional  trained  contracting  officers  backed  with 
adequate  references,  forms  and  other  office  materials. 
Probably  the  ultimate  practical  level  of  readiness 
would  involve  a  24-hour  alert  contracting  team  and 
predrafted  contracts. 
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c.  If  there  is  peacetime  contracting  n  the  function  of 

interest,  then  additional  preparations  are  feasible. 
One  is  to  require  continued,  and  if  necessary,  expanded 
operations  during  mobilization  or  other  emergencies  as 
a  part  of  the  contract.  The  installation  can  also 
require,  as  part  of  the  contract,  specific  peacetime 
activities  in  preparation,  such  as  the  annual 
submission  of  a  contractor's  plan  to  meet  the 
activities  desired  of  him  in  a  mobilization  or  other 
emergency,  participation  in  exercises  and  having  any 
security  clearances  required  by  these  preparatory 

activities.  If  the  range  of  possible  mobilization 
requirments  can  be  defined,  it  is  possible  to  have 
several  options  covering  that  range  in  the  contract, 
any  one  cf  which  the  installation  can  activate  in  a 
mobilization. 

d.  There  is  a  possible  intermediate  situation  between 

those  described  above,  namely  where  a  peacetime 

contractor  in  one  function  may  be  asked  to  expand  his 
activities  into  other  functions  at  mobilization. 

e.  Figure  V-5  shows  the  relationship  among  the  various 

factors . 

2.  Service  Actions 

a.  AR  5-20  refers  in  paragraph  4-13,  Mobilization 

Requirements,  to  the  types  of  actions  shown  in 
column  (4)  of  Figure  V-5.  It  points  out  that  the 
solicitation  must  define  the  peacetime  requirements 
sufficiently  to  permit  proper  pricing  and  funding. 
Column  (6)  implies  an  even  higher  level  of  requirements 
definition,  specifically  the  mobilization  requirements. 
Contracting  officials  indicate  that  the  number  of 
available  contracting  officers  will  limit  the 
capability  to  expand  contracting  quickly  in 

contingencies. 


b.  The  U.S.  Air  Force  has  gone  farther  than  the  other 
Military  Departments  in  the  institutionalization  of 
contingency  contracting  readiness  through  its  AFR  70-7, 
Contingency  Contracting  Support  Program,  issued  in  July 
1982.  Each  Air  Force  major  comm^ nd  issues  a  supplement 
to  the  regulation  and  it  applies  to  all  Air  Force 
installations.  Its  purpose  is  to  provide  a  24-hour 
capability  for  responsive  contracting  action  during 
emergencies  and  deployments  and  to  permit  continued 
contracting  action  even  if  computer  support  is  lost. 
The  AFR  requires  the  development  and  maintenance  of 
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Contingency  Contracting  Deployment  Kits  for  Contingency 
Contracting  Officers  during  emergencies,  tailored  to 
the  deployment  location  and  situation. 

Figure  V-6  lists  selected  other  documents  of  particular 
significance  to  peacetime  preparation  for  mobilization 
contrac  ting. 


SELECTED  REFERENCES  RELATING  TO  PREPARATION 
FOR  MOBILIZATION  CONTRACTING 


DoD  Directive  1130.2,  "Management  and  Control  of  Engineering  and 
Technical  Services,"  26  January  1983 

DoD  Directive  3025. XX,  "Continuation  of  Emergency-Essential  DoD 
Contractor  Services  Overseas  During  Crisis  Situations." 

DoD  Directive  4151.1,  "Use  of  Contractor  and  DoD  Resources  for 
Maintenance  of  Materiel,"  15  July  1982 

DoD  Directive  4151.16,  "DoD  Equipment  Maintenance  Program,"  23  August 
1984 

AF  Regulation  70-7,  "Contingency  Contracting  Support  Program,"  2  July 
1982 

DA  Pam  690-36,  "A  Civilian  Personnel  Office  Guide  to  the  Commercial 
Activities  Program,"  15  October  1983 

Figure  V-6 


E.  GENERAL  FINDINGS 

1.  To  ensure  that  mobilization  needs  are  fully  considered, 

mobilization  manpower  and  personnel  planners  should 
participate  in  A-76  planning  and  discussions  at  the 
installation  level. 

2.  Similarly.  to  ensure  that  peacetime  planning  for 

mobilization  contracting  is  realistic,  contracting  officers 
should  participate  in  any  planning  on  that  subject, 

including  planning  for  training  additional  contingency 
contracting  officers. 

3.  The  degree  of  definition  possible  on  the  installation's 

mobilization  contracting  requiements  will  probably  be  the 
major  determinant  on  the  degree  of  detail  which,  is  possible 
in  planning  for  mobilization  contracting. 
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The  need  for  additional  contingency  contracting  officers 
will  probably  constrain  the  speed  with  which  most 
installations  can  expand  their  contract  operations  at 
mobilization-  Installation  mobilization  planne-  -  who  see  a 
major  increase  in  contracting  at  mobilization  ay  need  to 
seek  positions  or  personnel  categories  ho  could  be  trained 
in  peacetime  for  this  task  as  a  secondary  qualification  and 
who  could  be  available  for  contracting  during  emergencies. 


